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Intended to aid developers of media, materials, and 
educational technology for individuals whp are handicapped, the guide 
provides information on preparing materials intended for distribution 
through the National Center on Educational Media and Materials for 
the Handicapped (NCEMMH) . Focused on in the section on determining 
jieed and effectiveness are objectives and testing, the target 
population, and media selection. Guidelines are given for insuring 
-reproduction feasibility for printed matter and media, and for use of 
technical assistance. Discussec in the section on complying with 
le^^al requirements are C^opyright requirements, obtaining a copyright, 
copyright releases, talent releases, and federal clearances. 
Considered in the final section on working with NCEMMH are the role 
of the developer (preparing an initial description, completing the 
product intake form, and developing the product) and of NCEMMH (in 
reviewing, producing^ distributing, and promoting the product) . 
Appended are a list of the Learning Resource Centers, a sample 
product intake form, a list of publications of the Copyright Office, 
a sample talent release form, and forms from the Department of 
Health, E.ducation, and Welfare. A glossary provides definitions of 
such terms as caption, camera-ready copy, and work print. (DB) 
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■53. ' ' 

The Develcpei'i;' Guide is one of the Nat iona 1 Center ' s 
responses to the H^ed'for technical assistance in appropriate 
media , mate*/ials, and educational technology for individuals 
who are handicapped and their special education. The need 
was identified many years ago and -the Developers' Guide, in 
responding to the need, reflects experience accrued from the . 
trials and errors of the past, as wejl as providing new'^'in- 
formation relevant to the present and future i-n this chal-' 
lenging area of endeavor. 

The chal lenges we face in t he future are awe-inspii-ing. 
The Education of all Handicapped Children of 1975 (Public Law, 
94-142) has as its purpose. 

to assure t hat all hand icapped ch i Idren have 
available to them... a free appropriate public 
education which emphasizes special education 
and rel ated serv ices designed to meet their 
un ique needs . to nssure that the r ight s' of 
handicapped children and their parents or 
guard i ah s are pro tec ted , to assist States and 
Ioc-alitii?s to provide for the education of all _ . 

handicapped children, and to assess and assure** 
tlie effectiveness of 'efforts to educate handi- 
capped children.* 

Efforts to provide appropriate- media . materials, and 
educational technology will play a highly significant role 
as this chailenge is mot for as many as eight million-^^of the 
nation's children. 

As this chal lenge ^i s met for ch i Idren with handicaps . 
all children and their education will benefit. It is tr'ue 
that we, as an American people, approach our highest potential 
in teims of our treatment of the handicapped, the disabled, 
and minority ^rroups. It is also true- that most principles and 
practices uniquely developed or suited to special education of 
clii Idren with hand.icaps also enhance the^ educat ion of all 
children. The benefits, thus, are dual.' 

The Developers' Guide will be helpful to media and materi- 
al3 developers to the extent that its guidance is utilized 
.early in the developmental process. Children will benefit and 

^Public Law 94-142. 94th Congress, S.6. November 29, 1975. 
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the National Center will be rewarded to the extent, that- the 
information provided is reflected in. effective instructional 
media, materials, and educational technology. The National 
Center \vill be pleased to provide additional information and 
technical assistance to all those who share its concern for 
quality education for children and especially children with 
handicaps requiring ^special education. 

S. C. Ashcroft 

Director , The Nat ional Center • 
• on Educational Media and ' 

Materials for the Handicapped 
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* Ttiis publication supersedes Developing Ins ti'U'ct tonal Master- 
ials for the Handicapped^^ now out of print, and brings together 
the most recent material available regarding the procedures 
and prerequisites of the National Center on Educational Media 
and. Ma ter ials for the Handicapped (NCEMMH) in publishing edu- 
caJ.ional products for the handicapped, 

NCEMMH is funded under Contract OEC-^00-72-4478 by the 
Office of Education, United States Department of Health. Edu-. 
cation, and Welfare; the contract is administered through the . 
Coll^ge of Education and the Research'- Foundat ion of The Ohio 
State University. Contractors- undertaking such projects un- 
der government sponsorship are encouraged to express their 
judgment freely in professional and technical matters. Points 
of view or opinions do not, therefore, necessa'rily represent 
'official Offico of 'Education position or policy. 

In addition to the principal authors and artists for 
this pub'l i caption , many individuals from various organiza- 
tions—among them NCEMMH, Area Learning Resource Centers, 
Specialized Offices, anJ Charles E. Merrill Publishing Com- 
pany- — have assisted in the preparation of this publication. 
Their efforts are gratefully acknowledged. 

Comrr.en ts about th.is publication and suggest ions for its 
improvement would be greatly appreciated. Address all corre* 
.spondonce to : ' 

Media, Materials, ahd Te.chnologv Section 
. National Center on Educational fiedia 
and Materials for the Handicapped 
The Ohio State University 
Columbus, Ohio 43210 



C. Rodney James 
July, 1976 



*John Bel land and Sidney Rothenberg, Dcvelooinj Inr.tructional 
Materials for Vne nandtL^ipped: Guide Zinc a for Pi'eparing Materia.h^ Suit- 
able for Wide Distribution. (Columbus, Ohio: The National Center 
on. Educational Media and Materials for the Handicapped, 1973) 
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This guide is f.or educators, or for prof essionals work- 
ing with the haacLLcapped, who plan to create educational prod- 
ucts and have them dis.tr ibuted . In the course of their ef- 
forts, these educators and professionals must deal with a num- 
ber of technical, financial, legal, and bureaucratic procedures. 
Aiding in that enaeavor is what this publication is about: 
making developers aware of these procedures, providing sug- 
gestions for dealing with them, and pointing toward resources 
that will provide full answers to questions involving style, 
product ion 'techniques , testing, and data gathering.. 

The f^uidelines in this publication apply to materials dcvel 

oped for distribution throueh the National Center on Educa- 
tional Media and Materials for the Handicapped( NCEMMH ) . It 
may be pointed out that most, though not all, of the proce- o • 
dures described herein are necessary for 'the publication of 
any product. 

It is important also to note what this publication is 
not. It is not a book on production techniques/ It is not 
a style manXial. ix — is no^, an idea book for c.reat ing ' educa- 
tional products. It does, however, offer information that 
touches all of these aspects of production and publication. 
Suggestions and references presente-d are intended to aid prod- 
uct developers in the design and production of better and 
irore useful educational materials for the handicapped by 
ouilding awareness of the specific requirements necessary for 
:*ovelopment , reproduction, and distribution. 



1. Readerjs who are unfamilidTr wit.h NCpMMH are urged to read 
Appendix- A to famii iar ize themselves * with' its aims, services, 
and relationship t^.the Bureau of Education for the Handicapped 
Learning Resource Centers Program. Explanation of the National 
Center's role in l)l,acing products into distribution appears in 
the fourth chapter. - 
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Wei 1 -developed instructional products — whether 

they be books, films, audio cassettes, s^lide 

sets, combinations of thet^e, or other media — . 

address a specific target audience , specif y the . 

content to be learned, and provide a means '"of 

measurement to indicate the amount of learning 

that has taken pTace. ^ 

Although these characteristics also apply to 
products developed for the nonhandicapped 
learner, they are critrcal for products specif- 
ically designed for the handicappecl, because 
presentation shouljl b'e modified to aecommodate 
the characteristics of thB handicapped ' learner . 
Products for the handicapped are usually learner 
specific and responsive to th^' special instruc- . 
tional needs of the student as well as to. the af- 
fective, humanistic needs of the .person. Even 
if it is designed for a specific handicapped- 
population, a ^ond child-use pro.duct' stresses the 
potential of the child rather than the limita- 
tions of the handicap. 

As is the case with any instructional material , 
the need, objectives, target population ,. and \ 
media format must he determined before any pro- 
duction of materials for the han^dicapped; begins . 
The ultimate useability of a product frequently 
depends on. the extent to which its future deve.l- - 
opment and direc:tion are guided by testing re- 
sults. ■ , . 

Before giving serious thought to creating a new • 
instructional proc^^ict for the handicapped, a Need 
developer should first determine that there is,' 
indeed, a need for s-uch a product.. At present. 

Determining Need and Effectiveness 



the Bureau of Educcition for the Handicapped 
(BEII) and the National Center on Educational 
Media and Materials for the Handicapped 
(XCEMMH).have ident i f ied -two general cate- 
p:or ies that are of immedi ate concern , These 
are child~uso materials and media-training 
materials. Chiid-use instructional materials 
include those materials to be used by chil- 
dren with or without- the assistance of a 
teacher or parent. Media-training .materials 
are those f or^instructor use , designed to 
train instructors in the 'use of media in 
education. 

In their determination of needs within these 
priorities, developers should research the 
field and answer such questions as: What do 
the nature and severity of the handicap sug- 
gest about materials needs? How large a a 
{.opulation would this product serve? Ho\V 
many similar products are available to serve 
this population. and what is their quality? 
What do curriculum .and administrative con- 
siderations indicate about need? 

Needs data can be expressed in two ways: , 
known need and perceived need. Known-need- 
Lnformation is obtained f rom large-sca^e , ob- 
\jec.tively luanti f table data , such as national 
special education materials market surveys, 
berceived-need information is obf^ained from ex- 
pert opinion and reviews of mateil-ials by spe- 
cial education pract Ictioners and professionals, 
frrym currently available data, and frOm the 
literature. ^ • 

9 

The Information Service section of NCEMMH 
can be^helpful in providing needs informa- 
tion. ''The National Instructional Materials- 
Information System (NIMIS ) , coordinated by 
that"~section,. is a computer-based on-line 
interactive retrieval system created to aid 
educators, parents, and developers in loca- 
ting information regarding special education 
materials. For developerf?-, this can be a 
useful resou-ce in searching for product<5:* 
that" might duplicate the ones they are plan- 
ning to produce, in addition to bringing to 
light* areas where there Is" a dearth of ma- 
terial,. The present rlntii. bane Incliirles 



2. NCE.MMH is divided into four intemr>i tac- 
tions. 
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informatiop on 15,000 child-use instruction- 
al materials. , Media-training materials are 
currently bfeing added "to the data bas.:.-^. 
Access to.NIMIS may be obtained by con- 
tacting the, nearest Area Learning Resource 
Center (ALRC) . ^ ■ ' 



What is the product supposed to do and does it 
really do it? NCEMMH, or any? publisher , will 
ask this question of a developer and expect 
-^ot only a clear answer, 'but some form of docu- 
mentation to substantiate claims of effective- 
• ness. Objectives will generally be stated for 
the finai^ product , but whether they are or not, 
•the dfevefoper should have them clearly in mind 
. before any writing, filming, or taping of the 
product begins. • - 

NCEMMH recommends developmental (formative 
evaluation ) testing of ' al 1 products — trying 
them out informally on members of the target 
audience. Child-use materials should be devel=- 
opmentally tested with children; media-train- 
ing materials with teachers. » Developmental 
testing is riot intended to verify the success 
of the materials but to indicate general u?e- 
ability and to suggest? ways of refining the 
prdduct so that it will accomplish its objec- 
tives. *- ^ 

Some form of formal evaluat ion and/or testing 
in the field is al^o necessary for learner 
verification. All instructional materials ; 
need validation testing to show v,hat they can 
accomplish the stated objectives. The amount 
of field-test data required is in proportion 
to the size, scope, cost, and complexity of 
the product. . It ^ is expected that all products 
accepted by NCEMMH for distribution consider- . 
ation will hav^ had at least initial tryoiit ' . 
under> field conditions and be accompanied by 
a report on this tryout. . Adequate field test- 
ing* is primarily the responsibility of the^ 
product dev'eloper, although the National Center 
through the -Specialized Offices, can provide 
limited field-testing services. 

3*. See Appendix A ^or addresses and explana- 
tion of the ALACs. 

4. See Appendix A for an explanation of the 
Specialized Offices. 
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^ For whom is a particular prv-^duct^^ intended? 

Turget "^This question must be considered' by the devel- 

Povidation ' oper at an early stage of the product's de-- 

velopment. For a child-use product, the han- 
dicapping condition and learning characteris- 
tics are important considerations. Of equal 
importance are required entry level behaviors, 
. . The developer should, have a clear knowledge 

of the skills and abilities needed on the part 
Qf. the children to permit themi to use this 
product. Knowledge and consideration of the 
specific target* audience should also affect 
the. initial product design in terms of number 
of .components , teacher preparation time, .,and 
time needed to complete the program. • Reading 

— and language, level should be determined on 

the basis of the target population and ob- ^ 
■ \n . served in all spoken and written communication 

within the product. Also the choice of med/la 
- - " ' should be influenced by the channels that the 
intended target population uses to receive in- 
formation and re.spond to it. 

O Film, video tape, and mixed media kVts have 

M^dui been demonstrated in the past decade\ to have 

Section considerable success as teaching and "^l^earning 

tools. However, these. media products are of- 
5 ten seen as a panacea rather than merely, an 

aid in the educational process. There is al- 
so the lure of prestige attached to ' producing 
a film or video producti'on as opposed to a 
pamphlet, even, if a pamphlet wil suffice . 
Finally, the use of. audiovisual media in edu- 
— cation is frequently seen as evidence of an 

educator's being "with it." All of these^are 
bad reasons for producing a product with many 
media components. Thus, close attention . 
should be given the question: Why use film or 
video tape or other audiovisual material if 
a weTl-illustrated book or pamphlet will do . 
the job? 

The initial step in answering this question 
-is. careful analysis" of the information to be 
conveyed. Is more than text required to con- 
vey the information to the intended audience? 
Obviously, the answer requires a familiarity 
with the audience and a knowledge of the ex- 
tent of that audience'.s learning capacity and 
ability to respond to and comprehend various 
kinds of stimulation Cauditorv visual . ^tac- 
■ tile). With vtfie intended audience analyzed, 
the means of presenting the in format ion 



0> 
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effectively can be approached from the very 
practical standpoint ol determining whnt fac- • 
tors are needed to convey information. For in- 
stance, will the product requi re drawings , 
photographs , working model s , sound , co lor , 
mo f ion pic tures , real ia , or some conibination 
of these? Finally, uill it require some form of 
a learner responso system to K^-'t the message 
across? 
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Can *ht^ r)r->ciuc:. In* n.MH'wcUK'cd aiul c! i s t i' i bu l I'd . 
arui Lit whai rost"' Th** nu'chanirs ui ju'odvirt 
i*t 'j)r<,>dur t 1 1 )ii luul d i s t r i Im t i on ar<;' » > 1 ina,j(>r can- 
Ct*rn. T!i<' ;;i )St -b* /n^* f i l ratio is oi' critical 
import a!\cc ij> d^'cidiui:; \vhoil\or u pur t U*.u 1 :\ r 
product j'an b<' ci i s ; r i i u;i » -d . -as i b i 1 1 1 y . ili^p,. 
cutuM-rns such !:iati«.^rs as cost a:ui ir^-chanic- 
(} f r».*p r. ^dui' t. i on . 

PRINTKl) MATTKH 

Prini.'Hl riiut t in s< »rno torrn ar*conipan i *.'s ncariy 
ovrry produ^-t <i ] si r* i bu t od t. iirou^b. tin- National 
Ccnror. Kntn/f* pr*odiicts nay bo printtHi mat^-r- 
la Is, PiMntcd n;atlor in inixod iDcni i a pa<^kau:os 
servos to Mn;!ytJu' product, t;)rin^Mni; the parts 
ti.^^:ot)ior in a rtdiosive whole* by moans of work- 
books. -Ai > sh» t s T'-ach'^rs' manuals, ^or-ipts 
instructions, card sots, and dos^ ■ r i pi i 'v* • / jM'or::o- 
t i t >ua i ::;a : * • rials. 



Fc>r I tina I o I y . t ho i,'Uost ion of toasihilit\' an- 
pl 1 0S '>nl\' rr,a r>: i na I 1 y t.o t ho printod portion 
of a product. l)ocausf {>rint«'d matter is more 
(Msily r»'produ*.*od than is audlovisuaJ :!uit<-r*ial 
For ti^' d'.n-o 1 r.por . rhi'st> probloms aro furthor 
r<^ducod b'V th»' fact that T ho National Con tor 
[)r»Mors to rociM\''^ :nanuscripts ratht^^r tb;an 
znasters. '.nth i b.o oxc<M)tion ^il illustrative 
r,ra T.»'rM a 1 . i-Ci* th»- sako of ^^a^^o vi |:roparin^: 
fr^r' pr'-durM nn , N'rr.MMll has s«m t:.,: fr> ] ] c>w i n:; 
ro'p.i i r- -n r s for prin:»cl 'nato: 

• Tvp' ^wr 1 * t ' , di 'Ul* 1 • spacod . ]--;:,iblo 
s I 'S' 11" !)..nd ;.\ttK'r 



• A minimum of one-inch margins on all 
sides 

• Numbered pages 

• One style of type .uid one color of 
ink (preferably b^ack)' 

Even after writing, checking, and typing a 
manuscript to the above specifications, a 
developer should obtain the services of an 
editor if one is not available on the staff. 
The editorial function is one of polishing 
and r^^fining the manuscript materials. More 
spec i t leal ly . an e».'.itor provides the follow- 
i ng sorv ices ; 

• Creating and/or insuring grammatical 
acceptab i 1 i ty 

• Crealing and/or insuring stylistic 
consistency of text, heads, refor- 
f»n'.'es 

• .reating and/or insuring content ac- 
curacy , c I ;ir i ty . consi stency 

• T nsur i ng ;icriiracy of on tries in bib- 

1 iogruphies, reference sect ions, foot- 
notes, cross references 

• As<M 'p t n i n i ng that iho c-,ifrcM at ion be- 
t.weim pi'ini t>d and auciiovisual compo- 
non t s is accura te 

rhf Media, Materials, and Tochnolo>;y (VMT) sec- 
tion the National Center provides editor- 
ial services for all products distributed by 
aCKMMH and fniitorial consultation for other 
products, but it is c:;pected that basic edit- 
ing will have be^n done on all products prior 
x.o their submission to the National Center. 

Fret? - 1 a nee ed i t ors arc a\-a i 1 abl e for a reason- 
aMe fr(' in most locations (English departments 
and Journalism dep:vrtments on college campuses 
are good sources). In most urban areas, there 
arr publishing comj)anirs that may be able to 
nrovidi* assistance in locati. g (jual ified free- 
1 ance i'd i tors', and scmie publ ic at ions i nc 1 ude 
) L s t s () f ed i t i ng serv i ct^s , 
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NCEMMH accepts but does not encourage the sub- 
mission of cumora-roady copy (niaterial to be 
photographed d irec t ly for reproc. jc t ion ) or 
master printing materials (i.e., plates or sten- 
cils) of printed text material. It is dilfi- 
cult and expensive for the National Center 
or any other publisher to make even minor 
editorial changes on such copy. If camera- 
ready copy or plates are to be prepared by the 
developers, it is urged that they make this 
fact known to the editor of the MMT staff at 
tlie earliest possible moment so that specific 
guidelines can be t^et for the product at hand. 

Unlike text materials illustrations that are 
to be pr inted should be in camera- rea ay f on : . 
Except for overhead transparency masters, which 
must fit a standard 7 1/2" x 9 7/16" frame, 
illustrations for printed materials do not need 
to conform to any specific dimensions, nor do 
those that are to be used for maps, wall charts, 
and other such materials. 

Pages with illustrations i. jst be coordinated 
with text pages, and clear instructions should 
be given to indicate placement in relation to 
the t(\\t . More specifically, the following 
rules should be observed: 

• Place the illustrations nearest the firs 
relerence so that ,. when the 1 1 1 ustrat ion 
is viewed , the book does not have to be 
turned s ideways . If the illustratipn 
has to be located broads ide . it sliou Id 
be so arranged that the top o l the page 
is turned to the right f(^r normal vi ew- 

i ng . 

• N'umber each i 1 lustrat ion , usi ng a con- 
sistent sy steal t hroughou t the publ i- 
ca t ion . 

• If labels are used in an illustration." 
treat these lab^^ls consistently through- 
out the publication. All should be done 
with a typewriter or lettering set. 

_ Hand lettering is seldom acceptable. 

• Make captions consistent throughout t h (? 
publ icat ion . 

• Make style and t e c h n i (] u e consistent 
thi'uughout the work: e.g.. nhotographs, 
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drawings, and "paintint^s should not 
be mixed unless their mixed use is 
integral to the text. Two styles of 
drawing, for instance, should not be 
used either, 

• Avoid unnec<:»ssn ry col or , because i t 
substantially increases production 
problems and cost. In charts and 
graphs, use different line w^ughts or 
dashed lines d 1' varying lengths in- 
stead of color. 

• Shade illustrations, if necessary, to 
c 1 a r i f y for t he reade r wha t t he il- 
lustration is. Screens , crosshat ching , 
reverses, dots, or simila.-* (levic<'s 

may be used. Sheets of various kinds 
o t' transf erabl e shading are available 
at most art supply houses. 

• Avo:d the use of art media that might 
ea.^ily smear, crack, chip, flake, or 
peeL or that might not print adequate- 
ly. Soft pencil or pastel drawings, 
for ^ • X a mp 1 e . a r e not r e c onimc^ n d e d . 

c Mount all artwork securely on heavy 
card stock. Cover with plastic wrap 
or clean paper and be sure to package 
securel y for sh ipment . 



Ff,nisibility with regard to audiovisual media 

is more complex than ,i t is with printed, mat ter, ■ 

It has several aspects and raises a number of 
qu»>st ions : 

• Can the product be reproduced at a 
CO. St that will allow those who would 
' ) s i t t o b u y o r r e n t it? 

• Is the- target audience equipped to use 
the media format under consideration? 

r 

• Can the product be reproduced in 
quantity without a loss of quality? 

• Can the product be reprod\iced i n quan-p 
tity in a format that is acceptable 

to the taxget audience if the original 
format proves to be unusable? 

12 Insuring Reprodu-r *: ion Feasibility^ 
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Once media selection has been made the de- 
veloper has a notion of an ideal product , a 
notion which will, almost without exception, 
have to be compromised in production. Often, 
the first compromise is in the initial produc- 
tion, unless the developer is fortunate enough 
to have all the funds required . Another com- 
promise may co.iie at the point of testing a 
prototype vtr^lotv of the product in the 
setting for which it is intended. 

-The most critical assessment of cost, fi'om the 
point of view of NCEMMH, is the unit cost of 
the product when distributed. If this cost is 
judged to be so great that the product will not 
reach the intended audience, then some meaas 
must be found either to bring the cost down to 
an accept able level or to devise a scheme of 

•distribution that will bring the cost per user 
to a level that will allow for adequate Jissem- 
ination. No exact dollar figures can be given 
regarding acceptable costs. However, on an 
average, only about 1 percent of all school budg- 
ets is spont. on printed and mediated materials 
for instructional use.^ High priced items — with 
a sale price of more than ono hundred dollars — 
require considerable justification in the mind 
of the administrator and/or teacher to warrant 
a decision to buy. Products intended for pur- 
chase by school districts or resident ial .schools 
and for use by many people within the district 
can be sold to fewer purchasers at a somewhat 
highoi" price. 

Considera.tion of the cost-benefit ratio inevita- 
bly raises the issue of rental versus sale. 
Rental works well for 16mm motion pictures-- 
an advantage to the developer since this 
is one of the most expensive media formats in the 
field. Unfortunately, it is the only one suit- 
able for rental on a national and large-scale 
basis. The problem is one of inspection. Books, 
video tapes, and mixed mcxdira kits cannot be 
given high speed inspect ion ; - therefore , they are 
only sold — not rented- -by NCEMM_H distributbrs 
and most commercial distributors. If rental 
is anticipated on a local basis, as in the 
case of workshop packages or large kits that 
are designed to be distributed by school 

3. "Survey Results," Eviciram 4, no. 15 (May 1, 
U>76): 2-3. 
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systonus, a unit sale cost of more than one hun- 
dred dollars is not unreasonable. It should be 
borne in mind, however, that the NQEMMH staff 
will look' for some evidence that potential buy- 
er< may be interested in a product, for rental- 
use as well as for purchase. 

Generally speaking, the unit cost of a product 
is dependent on the marketing potential and . 
the cost af production. Reproduction costs in- 
riuonce the selling price of a product. Devel- 
opers need to 'beware of overproduci:,-:; i\ product, 
.-.Luffing in too many parts and pieces, and, bv 
Che same token, developers need to avoid "gold 
tUating" a product — making an item heavier, 
stronger, bigger or of more expensive material 
than is needed. Such products are not only 
twpensi ve to reproduce , package , and therefore 
to purchase, but they are also costly for the 
user to ship, store, and maintain, if repair 
or replacement becomes necessary. 

It must also be pointed out that products placed 
in noncommerciai distribution by NCEMMH are 
largely limited to printed publ icatJ.ons and 
aud Lovisual media. Products featuring elaborate 
game boards, toys, puppets, specimen collections, 
models, or other realia can be offered only to 
commercial publishers, through a Kequest for 
Proposal (RFP).^ Commercial publishers have 
their own share of the marketplace to consider, 
ht^vever . and are unlikely to bid on a product 
thatwill not sell at a price or in a quantity 
that will allow them to recover costs and make 
a profit . 



The need for special equipment "hardware" in 
order to use mediated product "software" is 
a sorioas problem, and one that shcrws every 
sign of getting worse. One of the disturbing, 
aspects of the media boom in education, and of 
free enterprise in this country, has been that 
anyone is' at liberty to manufacture and market 
any kind of projector, player . or viewer using 
any size and variety of film, tapt?, or disc. 
This has been done with little regard to the 
matter of compatibil ity in order to permit the 
use of existing films, tapes, or discs on new 
machines. Furthermore, some manufacturers have 

6, The National Center's RFP process is ex- 
plained on page 32. 
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implied that there will be an ample supply of 
software materials available for their equip- 
ment in the future. Whether this supply actu- 
ally becorT\es available is another matter, re- 
gardless of what good intentions the developer/ 
' manufacturer has. Careful consideration must 
be given to the c ho ice of media format , because 
it will affect the useability and salability 
of the. product in the educational marketplace. 

Incompatabi 1 it y among video tape and other 
formats is a problem when it comes to making 
a decision. A developer is often faced with 
a choice of using equipment at hand or attempt- 
ing to predict future trends in— audiovisual 
hardware; Some attempt is made to sort out 
the format melange in the Parts Identification 
list in the NCEMMH Product Intake Form.'^ In 
some cases, the National Center ma;/ recommend 
a new format for a product to increase its 
distribution and utilization potential. 

On the; brighter side of the situation is the 
fact that there are a number of formats that 
are generally accepted and universally adopted 
in. .the educational system. Print is the most 

. universal and generally requires no special 
equipment for use. (Print includes braille 
and photographs to be reproduced as halftones.) 
The ICnim sound motion picture film has re- 
mained basically unchanged since its intro-, 
duct ion in^ 1930 Nearly every scliool in the 
country has 16mn. projectors. » Equipment for 
projecting the 35mm l iLinstrip, 2'* x 2" slide, 
and'overhead transparency is almost as univer- 
sally available as are phonographs that will 
play. 33 )/3 and 45 rpm records. Cassette tape 
recorders are becoming increasingly available, 
and some 'can bt> used with a^utomated films trip 
and slide presentations. The 3/4" video cas- 
sette is the video tape format offered by the 
National Audiovisual Center (NAC), the agency 
that distributes NCEMMH mixed media products, 

*^alt hough other video formats can be made avail- 
able by NAC .upon request NCEM.MH is coiitiao--^- » 

ing to collect information in this area,* and 
the staff of the Nat ional Center ' s Media, \ 
Materials, dnd Technology (.MmT) section can 
provide consu Ltat ion i f needed. 



7. S( o Anpc>ndix H. 
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^ It is necessary to discuss technical consider- 

Retvodiu-vion at ions in order to dc^.i with the question of . 

in quantity reproduction. Low definition media 

Qiiontib'^ format's are not suitable for duplication and 

are particularly unsuited for reproduction on 
a high definition medium. Definition is 
simply the amount of detail in the image., 
determined by the number of scan lines in a , 
video image, dots in a halftone, or silver 
particles in a photograph. Since video images, 
• halftones, and photographs are made up of 
many t iny '^elements (lines, dots, or particles), 
the larger the physical size of that image, the 
greater the number of elements there are to 
make up the image and the sharper and more 
..detailed it becomes. 

Low definition formats, such as 8mm film, and 
•i/4'' and 1/2" video tape , areV sui table for 
distribution purposes, but not suitable for 
original production because of the inevitable 
' ^ loss of quality in the duplication process. 

This is a result of the limitations of present 
technology, which cannot make an exact dupli- 
cate. The loss of quality is magnified when 
-one small low definition imace is copied on 
another of the same size: The duplication prob- 
lem is alleviated by the use of a high defin- 
ition original for duplication on a low defini- 
tion release format. .To ensure good reproduc- 
tion quality, a high definition image recording — 
medium such . as 16mm film and 1" or 2" broadcast 
quality video tape should be used to produce 
the original or master for- .subsequent duplica- 
» tion. Tile same basic principle holds. true for 

recording, although the specifics involved are 
somewhat differ^-'U . In audio recording, a noise 
and distortion actor is always present, and it 
increases with duplication. To make original 
recordings, 1/4" or 1/2" high fidelity profes- 
sional quality, equipment' should be used. 

Two rules with regard to audiovisual products 
V intended for quantity distribution are: 

\ ' (1) all other things being equal, th3" larger 

— Dh^ e size, uf t htr-rx^cord-i-nir^ie^irum-;— t4ie-bet-t-er 

thequality of the original recording; (2) dup- • 
licates are always inferior to the original. 
' Finally, in order to maintain the quality of 
un original recording or negative, ^tt shouid 
be^^stored under clean, temperature- and humidity- 
controlled con.ditions. Masters must, not be 
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played cr projected. Doing so will invariably 
result in damage and/or loss of quality. 



An orii^inal may be unsuitable for reproduction 
in the same format for- reasons such as an ex- 
cessively high reproduction cost, a lack of . 
the necessary reproduction equipment on the 
part' of the audience, ;or a shift in the equip- 
ment standards. In such instances, adaptation 
may be the only alternative, 

l^ilm and audio tape present^ no significant prob- 
lem, ,so lon^ as no attempt is made to record the 
original material at other than a standard speed, 
or on an audio .cassette or Smm film. With" video 
equipment, the probl3m is complicated. In addi- 
tion to the large number of incompatible formats, ■ 
there are extant a number of video tape record- 
ers that, although they use the same gauge of 
recording tape, are not compatible with those 
manufactured ,s^ince 1972, Material recorded on 
these obsol eto machines simply cannot be played 
on a- machine with a different scanning pi tch. 
The result is a continual rolling of the image. 
This can sometimes be corrected. There are lab- 
oratories that specialize in audioj. video, and 
film "rescue" work and often the results are 
good, but^ costs are . ■*.ery high, and-the results" 
are rievoi^ "as good as when there Is a proper 
master in good condition. The most practical 
and least expensive procedure is to begin by 
making a good original in a standard format 
suciv r'i.s one of those suggested earlier, 

Fea,sibi 1 1 r.y of media reproduction can generally 
be assured if tlie developer follows three basic 
rules : 

• Use a. high fidelity and high definition 
record ing med i um for or igi nal produc^t ion , 

• Store originals carefully; do not p^laj^ 
them, . . . 

•r"IT~d"ouBt's~el<TsT""reg'a^ "'the"Sui tab! Tlty 

or practicality of using a particular 
format or type of production^ equipment , , 
obtain information about the equipment 
and the format from an informed source. 



Adavtation 
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TECHNICAL ASSISTANCE 

The bibliography at the end of* this publication 
oiTers a selection oC basic references in audio- 
visual, film, and television production tech- 
■ niques', as well as a list of^ other technical- 
.•<-^ .reference works. Included in this list are 
re ferenpe s for ' prep aring printed materials. 



^ la obtaining production information, the valce 

:^>c>^essicy^-il of consulting a professional media producer, 
Cor^idtat^'ic'^t arcist, and/or editor cannot be overemphasized. 

Free-lancers are recommended, although the MMT 
staff'^ct tho National Center is prepared to . 
render technical and editorial consultation 
within the limits of its resources. ° These ser-r 
vices include information regarding format apprb- 
priateness and technical assistance m planrang 
and developing products for distribut iun . The 
MMT staff, along with the aforementioned pro- 
fessionals , can be of greatest assistance by 
participating in the early stages of product, 
development. In the past, developers have too 
often sought these skills at the crisis inter- — 
vention point in what amounted to salvage and 
reclamation operations. 



g.^ . See page 74 for information on how to contact 
the NWT st:.tff. 



18 Insuring Reproduction FeasibllUy 

2o 




I - . 

If a product Ts' considered for distribution by 
the National Center, detailed .consideration 
must be given to legal matters such as obtain- 
ing the proper clearances for inclusion of any 
copyrighted material in a product. Subject re- 
leases must be obtained for f i Iming; video tap- 
ing-, photographing, and recording the voice 
or image of an individual to appear in f jlms, 
tapes, printed matter, or any program components. 

Copyright is a generic term describing a body , 
of written and unwritten law designed to protect Copyright 
the works of author? and artists.. Based on the " 
principles of the English Common/Law, which protec- 
ted works before they were publi'^shed, there has 
evolved in America a two-pronge^scheme of copy- 
right protection. Each state affords to its na- 
tive authors protection for- their unpublished 
works. This protection, known as cornmon-law 
copyright, varies from state to state • and. per- 
tain^ only to no.npubl ished wc ks. Once li work 
has been published, this protection will, typi- 
cally, end. A federal statutory scheme protects 
works after they have been published. This . . 
scheme, principally codified in the 1909 Copy- ^ 
right Act, preserves authors' exclusive rights 
to- copy vend , publ ish, and/or adapt their works . 

For the developer , this system of copyright pro- 
tection has a dual application. On one hand, 
it permits developers to pursue their objective 
without fear of misappropriation by others. On 
the other hand, it'^'imposes added responsibili- 
ties for the developer, who may use works that 
are no,t ,or iginal to his or her product and that 
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are already protected by copyright in one form" 
or another. Avoiding misuse of such miaterial 
can be accomplished, through the exercise of cau- 
tion and common sense, coupled with a little 
knowledge of what the law requires. Because 
commons-law copyright is "not uniform and extends 
only to nonpublished works, no attempts will be- 
made here to explore its parameters. However, 
statutory copyright protection is clearly 
extended to ull properly registered work« of an 
author,^ Proper registration requires-, among 
other things, that each copy of the work bo 
published with a proper' notice of copyright. 
This notice comprises the word copyright or the 



name of the holder at the copyright and the 
year in which the copyright was obtained. In a 
book, the notite' is usually found on the back 
cf the title page. In pho'tgraphs, the notice 
should be in the lower right-hand .corner or on 
the--' back. Motion pictures usually contain only 
one notice, generally in the lower, right-hand 
corner of- the title frame. An audio cassette 
has the symbol^;* © and (©■ on the cassette body^^__^ 



It is important fo note that although, publi- 
cation with a proper notice -of copyrigjht is suf- 
ficient to secure a "naked" copyright, protec- 
tion afforded under the statute is not comjDlete • 
until the copyrighted work is registered/ 

This protection' extendo for twenty-e i.^ht years^ 
with a renewal period of similar length. A , 
work, in f.ho copyright sense, is any one of 
ri 1 arge nurz^ber o i' items specified in the Copy- 
right Act. ranging from books to statues. An 
author, in the copyright sense, is the originator 
of or moving force behind the production of 
the work. Thus, photographers are authors o.f • ' 
their photographs. It follows Jthen that an au- 
thor can secure copyright protection only forV 
those parts of work which he or she authored 

An author may not copy ri gh t • an idea , but can 
proven.t oth-ers from expressing that idea in iden 
tioai.* CM' :i.lmost identical language and/or repre- 
sent at I on . 

In compilinK^ materials , developers may desire to 
use works authored by pei*sons other than th^m- 
;--;oLves. I f so . the first thing that must be 
decided is whether using the work constitutes 
copying, in the copyrigM sense. A copyneed 



t he copy demo n s t r a t e " subs t a n t i a 1 s i ni i.l a r i t y " 
to' the original work. Most of the time this is . 




tapes — fo] lowed by the 




not be id*en"tical. All 
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*a relatively simple evaluation to make,, but 
there are a* substantial/ number of . instances ' 
where the line is ^no-t /so easy to draw. For 

•example, . does us.iag tme fir^t eight bartj of 
a popular . tune in an \otherwise original tune 
constitute a ^copying ^of the popular tune in 
violation of the <:op^right Aat? * A developer 
miglit not- think so, bttit ther^ are a number 
of courts that (^l Ruther tltn deave It up to 

'a, court, the b^st approach is' to . proceed with 

Vcaiition. I f ■ dfevelo^pers have, any ; real doubts 
about the works they are using, they should 
either ask. someone experienced in the field 
o&Las^me that they are copying and proceed 
frKm there-. 



• Materials develop'ed with private or aonfeder- 
X..,^al funds may . be copyrighted in. the traditional 
^^1^^^;-?., manner. This refluires publication with the 
;'\?proper copyright notice and ^the deposit; of two 

- copies of the work with the Register of Copy- 
. rights at the Library of Congress. More com- 
plete infarmation can be obtained by requesting 
. information.. circulars and other pertinent ma-' 
terials frdm:^ ^ • 

The Register of Copyrights #^ 
- * • Washington,. D.C. 20202 < 

i/^It is of part icular interest to- developers, of ^ 
. instructional materials that ^orl^s developed 
pTirsuant to United States Office of Ediica-ti^pn 
(USOE'-) graitts** and contracts are also siibj^ct 
to the copyright guicl^Jines \set forth the 
USOE. The permission erf 'the 'Of fiSe of^Educa- 
tiorv must be soUght and received before vyorks 
developed under project gx^a'nts ,arid cont-racts 
may be disseminated undfjr qopyri^t. Note t-.iat 
■ the Office crf Education does not itself e£>py- 

• right the works, but will merely' authorise *the 
developer (who is genern^lly the contractor/ 

• grantee) ^ to copyright the work 4n exactly the 
same manner that ft.e t)r..^e* would copyright pri- 
..vately funded works". ' - " 



Obiaihilg 
a 

Copyright 



V. 



There .are J:wo forms qf- copyright authorised 
by the Office of Education. The first form ^s 
' knowTi' as a developmental copyright. Its 

9^ X listi^!^g:^f relevant circulars appears in 
Appendix C. ... 



• » . ■ r 
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purpose is to protect curricula and other ma- 
terials from falling into the public dom-aifi 
' ■ Awhile they are being developed, tested, ancl> 
evaluated. 

The second form, known as a lirliited copyright, 
will protect after publication. However, the 
/ ■ '" ■ period of protection will be restricted to a 

. spt?cified limited period. Hence the term 

liriited ::opurifnt. In all other respects, the 
protection afforded the author under this and 
the developmental copyright .is ..c^oterminous 
the statutory -norm. ^ - . 

/ •■- • The Office of Education has develo^ui^ detai led 

/ procedures to V>e :.followed by USpE-funded devel- 

^ ^ - ' opers who wish to- dfisseminate their works un- 

• der' copyright . Because these 43roceaures are 

idlrXy detailed and are subject to periodic 
revision, a summary of their requirements here ^ 
, would be ineffective. Copies of the guide- 

lines, as well as other information pertinen't^ 
to t>oth developmental- and limited copyright ^ 
may/be obtained from: ^ ^ ■ ■ 

' Copyright Administrrator 
^ ' National Center, for Educational * 

Communication • ' • 
U.S. Office of Education % 
400 Maryland Avenue SW 
. ■ . Washington, D.C, 20202' 



If a work is protV^cted by-^'copyrigh-t , develop- 
ers mu^t obtain the permission of the copy- 
right holder before including the work in their 
materials. This should be done even if the 
materials are* not' targeted for mass distribu- 
tion. The best way to do this is simply tO^ 
write the copyright holdt.'r requesting permis- 
sion to use^.the work. T.he request should be 
both detailed and specific. Included in the 
request should be; , . 

• A description of exactly wha^ work 
is being discussed 

• How the developer intends^ to use it 

• The intended audience 

. « The intended distribution 
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♦ The proposed publication date 



• Sample credit line 



• Specifics as to royalties or fees, if 
any 



It should be remembered that any reputable 
publisher , including NCEMMH, wiil not publ ish 
a product urfless it is certifiably free of 
copyr i:::ht entanglements. 



In the production of instructional materials, 
a developer will often use students, parents, 
school personnel , and other individuals--both 
professional and amateur--as actors or actres- 
ses or. to use the more general term, as talent. 
It is important that anyone whose image appears 
in any soj/i of photographic reproduction wheth- 
er it is/a still, motion picture, or video im- 
af:o--or/ whose voice appears on any variety 
■of soivfid track — be required to consent formal- 
ly tc/ the release of the photograph or sound 
reco'^'ding.^ Exceptions are those who are un- 
re(/r)gn i zablt^ :iiid tiiost* filmed or recorded in .' 
pimlic place — on the street or in a meeting 
dlace p'pen to all persons at all times. Ob- 
Vtaining such a release is crucial. Using the 
/' piiotograph or tape without • consent will of^en 
raise questions of possible ^'iolations of the 
right-to-privacy. The only way to avoid these 
problems is to obtai'n, in advance of the shoot- 
ing or recording, a valid release of consent 
form. 

The consent. must be in writing and should be 
.*'as specific as possibl (? . ^ y.oic that if the. 

per'sorr whose picture is ^jf.'ing used is :i minor. 

the consent form must bo signed by th<' parent 

or guardian, as well as by the minor. All sig- 
* natures should be witnessed by third partie^s. . 

A consent form should clearly state: 



Releases 



The type of photographs or sound record- 
ings involved 



Ine uses to which th y may be put 



10 See 
form. 
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• The pro j ected distribution of the pj*o- 
duct r 



• A waiver for personal injury claims 

• A recitatior^ of any fees paid or to be 
paid . i f any „ 

• A grantinj:; of a right of final approval 
to ,the signer 

The term must be c ted and, 'whenever possible, 
copies of the dated photograph or recording 
involved should be affixed. It is recommended 
that a separate consent form or an additional 
SLCtion be prepared for photographs or audio 
riH^ordings for publicity purposes. The signers 
should be iafor^^ed of any changes in the; intend- 
ed use or distribution of the materials and 
should initial their approval of such changes 
on tiie original consent ' form. The forms i^hould 
be signed before the pictures (or tapes) lare 
made. Although some of this may seem curnbersome 
and repetitious, it should be borne in milnd 
that not onfy the success of a product, b^ut the 
developer's reputation and good standing; Vvithin 
the community are at stake. Although notlall 
stntos recognize a right-to-privacy as such, 
these basic precautionary procedure;^- should be 
followed . \ 



Materials dr-^volopod lor to be devc loped) with 
trv aid of federal funds (directly or indirect- 
ly) must be cleared by the Office of Education 
through its Office of Public Affairs (OPA)j 
On one level, the clearance procedures ensure, 
a minimum duplication of effort in...the area of 
HKiterials development. In addition, the proce- 
dures Include a preliminary quality and cos^ts 
check. I 

To obtain an audiovisual product clearance,'} the 
project officer, '.n conjunction with the devel- 
oper, must submit-seven copies each of Health, 
Education, and V.'elfare (HKV;) form 524-A and a pVo- 
posal describing the audiovisual pr duct^tci the 
USOP'i/HK'A' AudiMvisual Clearance Officer. I 

Trie term ^^wlioincr^^^l riati:2'zali: , ■ us defined by jUSOE/ 
HKV;, refers not only to the conipleted product, 

TIT A copy of form Hi:W 524-A is included ia 
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but also to all steps and techniques . leadi ng 
to the realization of the completed product. 
The term juvers motion pictures, video tapes, 
slide shows, filmstrips, audio recordings, 
exhibitory (or similar) materials, design lay- 
^bui , .. preparat ion of scripts, filming or taping, 
sound record! ng , ed 1 ting , f abr icat i ng , or 
other activities leading to the acquisiti(^n 
or dr eat ion of audbovlsual materials regard- 
less of intended use. 

Developers involved in writing manuscripts 
undex' a USOEcontract or grant must obtain a 
separate set of clearances before the manu- 



be obtai ned bi?f ore t he manuscript is started. 
The procedure to follow in obtaining the nec€?s- 
sary clearances, as well as an outline of what 
information mu.-" be on file, :s contained in a 
booklet e n b i 1 1 e u '-j i o Pi 'ci a:-*-: ::>::: C I e y.'Xrvu^ 



Office of Public Affairs 
The Office of. Education 
Publ icat ions Branch 
Ed i tor ia 1 Sorv icos Divi si on 
;Vashingt(.n. D.C. 20202 



script can be published. 



Clearance should 



and is available from: 



12- A copy of the HEW Publ i Nation Plan Request 
appears in Appendix E. 
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The Media , Materials , and Technology (MMT) 
section of the Nat ional Center is concerned 
with the reproduction and distribution of 
needed products for use in educating handi- 
capped learner.s . To developers of such prod- 
ucts, MMT offers specific technical assis- 
tance at any stage in a product's development 
and in a form ranging from telephone consulta- 
tion to a site visit for in-depth planning. 
Staff members of MMT are available to answer 
questions and to offer suggestions and/or al- 
ternatives in such areas as: distribution plan 
development, media production, editing and 
design, packaging ..considerations , market analy- 
ses, legal requirements and considerations 
to ensure distribution, publisher contacts, 
and competitive product searches. It performs 
these services within the limits of budgeting 
and staff— time constraints. 

In addition to providing this technical assis- 
tance, MMT* is a functional liaison between the 
developer of a product to be used in educating 
the hand„icapped and the child or educator who 
needs that product. The goal is to get into 
circulation thosii worthwhile products for the 
^handicapped that are needed, but tiiat are not 
currently available from other government or 
commercial sources (tiie National Center does 
not consider or distribute any commercially 
developed*^ mater ial ) . 

THE ROLE OF THE DF.VELOPEU 

To arrange for the successful production, pub- 
lication, and/or distr ibut ion of a completed 
product, MMT requires the developer to follow 
a standard procedure: 
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Send an initial description of the 
product- 



• Complete and return- the NCE^IH Prod^ 
uct Intake Form. 

Send the product prototype or master 
if requested. 

o Be available to cooperate with MMT 
editorial, design, and media special^ 
ists in the final preparation of 
" the product. 



Product developers who wish to distribute' 
their products through the National Center 
should begin^by writing a detailed description 
of %he product jusirig the following outline 
form : ^ . 

• Instructional objective(s) 

» Major subj ect area andskill 

• Handicap group(s) for which the prod- 
uct is appropriate 

• Interest lerel 

• Instructional l^vel - 
' • Media format ^ 

• Intended use (individual, small or 

large grouDS, with or without teach- 
er assistance) 

• Stage of development (idea, dralt, 
prototype, field tested) 

• Testing results or plans for validation 
The description should be sent to: 

Media, Materials, and Technology Services 
National Center on Educational Media and 

Materials for the Handicapiped 
The Ohio State University 
Columbus, Ohio 43210 • , 

The product should not be sent with the letter. 
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If the prescribed information indicates that 
the product will probably meet the ^select ion . Product 
criteria, NCEMMH will request the developer to Intake 
complete the Product Intake Form, This form Form 
is admittedly rather long and complex. However, 
to perform its clearinghouse function effec- ■ 
tively, the National Center must be able to ob- 
tain certain vital i^nformation and .documentation 
from product developers. These include verifica- 
tion that the developer has obtained such neces- 
sary legal clearances as subject and copyright 
releases. The form also asks for verification 
that such master materials as photographic 
negatives and video and audio tape masters are 
in existence and in good condition — an absolute 
■necessity if a product containing film, photot^;- 
•raphy, or magnetic recordings is to be repro- 
duced. . . , • 

Oace the National Center' has 'finished- its check 

of the completed Product Intake Form, the devel- T'le 

oper is asked to submit a distribution or pro-- Pi^oduct 

totype copy (and/or manuscript) ol' the product . 

Master matv'rials should not be sent until thoy 

are requested. .All ri-i t or- i n i s S':^nt shou"ld be 

insured . . 

When th-e Jntake Form and a sample of the prod- 
uct havG boon rr-ceived. a screening procedure 
begins, to decide whether the material should 
be distr i buted ; . what , if any, modifications 
should be made ^rior to distribution what level 
of inv^s_tjTLeJLt_-in~-t-he material's is. warranted'; and, ' 
""rTnliTly, what method of distribution can best be 
used to reach the target audience. This screen- 
ing normally takes about one month following the 
receipt of the completed Product Intake Form and 
the sample product. Upon completion of the 
screening review, . developers are notified of the 
screening decision, and all products not selected 
for- e.\ tended review are returned, accompanied by 
explanatory comments. 

For product.s that are accej)ted for extended re- 
view, at least another month is required after " 
the screening revi^ .v is completed. At the end 
of the extended review, developers are again 
notified, products requ ir ing ^signi f icant develop- 
ment are returned » and reasons for further devel- 
opment are explained. Products may be' resub- 
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mitted, but only if the developer can demon- 
strate' that changes and irojxrovements are in 
accordance with the recommendations of the 
screening or extended review. However, no 
^:uarantee is made or implied that the product 
will be accepted after a second submission. 

For those products identified for distribution 
by NCEMMH, masters are requested and prepa- 
ration is made for either commercial or non- 
commercial distribution. Whatever means of 
distribution is chosen, contact is main- 
tained with the developer, and recommenda- 
tions from the- developer are welcomed through- • 
out the production, dist ribut io1i , and promo- 
tion stages of all products." 

THE ROJLE OF NCEMMH 

NCFM-MII is specifically searching for child-use 
and media-training materials and selecting ^ 
these types of products for distribution con- 
sideration. With regard to such products sub- 
mitted by a developer to NCEMMH, the. MMT sec- 
tion of the ^'ational Center provides services 
that include: 

• Reviewing product's to assure their 
appropriateness- to the ALRC/SO/NCEMMH-^^ 
program, the effectiveness of their 
instructional design for the handi- 
capped, and their marketability for 
commercial or noncommercial publica- 
tion and distribution 

• Providing production expertise in such 
.areas as editing, designing format, 

. copyrighting, preparing legal releases, 

and packaging, to assure the>. readiness 
of the product for reproduction and 
distribution 



Arranging for product distribution 



and promotion 



Initial consideration' of a product begins as 
soon as tho developer of fe.rs the material to ■ 
the National Center for distribution con- 
sideration. 'The evaluation process start^ 
with a screening performed by MMT professional 
special education, media, and editorial staff,, 
as well ar by professionals from outside the' 



14, See Appendix A for explanation of this 
program. 
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National Center. The evaluation is based 
on the -/ollowing considerations: 



• Priorities established in cooperation 
with the Bureau of Education for the 
Hand i capped 

• Need for the product by the specified 
target population ^ 

• Evidence that the field is aware of 
the need and wants access to a prod- 

— uct that would satisfy the need 

• Number and quality of competitive prod- 
ucts available 

• Prevalence of the content of the prod- 
uct in the curriculum of the target . 
population 

• State of the product for review; that 
is, whether the product is complete 
enough to be reviewed, whether it can 
be reviewed in the field or requires 

an on-site review because of its physi- 
„.„ cal size, wrether the information re- 
quirements for entry into the review 
process have been mets*'as determined 
by the Product Intake Form and, finally, 
. the cost of providing sufficient copies 
for review 

The MMT screening review and accompanying com- 
petitive product search determine whethe-- 
a product will be entered into an extensive, 
review procedure; Extended reviews are per- 
formed by experts from outside the National 
Center who approach the products from three 
broad areas of concern! 

• Accuracy of curricular content to deter- 
mine whether there are erroneous con- 
cepts, facts , approaches 

• Suitability of content treatment for 
the target population to determine 
the appropriateness of the learning 
objectives and activities including 
adequacy of . instructional design, ob- 
jectives, and organization of the ma- ^ 
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• Adequacy of mediation to communicate 
the content and to accommodate the 
<. handicap of the learner 

• It is expected that all products will be ac- 
companied by field- testing results, but occa- 
sionally further field testing is requested 
of the developer by the reviewers. In such _ 
cases, ;:he services of the Specialized Offices 
might be available to provide appropriate field 
testing of the product- prior to further distri- 
bution, considerat ion by the Nati-onal Center, or 
the developer may be asked fo field test the 
product more extensively. 

Once a product has passed through the screening . 
:iucticn and extended review processes with favorable 

recommendations, MMT follows one of several 
courses toward Entering that product into cUsr- 
tribution. Products for which there is a tieed 
but an audience too small to make them com- 
mercially marketable are known as **thin market"^ 
oroducts. In instances where a valuable orod- - 
•act received by NCEMMK has such a limited 
distribution potential that it "would not be of 
interest to commercial pubi ishers , the National 
Center functions as the publisher of the thin 
mariset product, providing all editorial, pro- 
duction, distribution, and marketing services 
necessary for noncommercial distribution. In 
this process, MMT editorial, media, and jlesigji 



personnel cooi)ex£trte-Avu-th- the~QevellDl5 in ready- 
ing"the product for reproduction, following 
editorial and technical standards similar to 
those of commercial publishers. When a product 
is ready for reproduction, masters are dupli- 
cated in quantities sjifficient to meet the need 
for the product . , ^ . 

If a product has commercial potential, MMT 
attempts to arrange for commercial distribu- 
tion. In accordance with Officej.of Education ■ 
guidelines, MMT develops a Request for Proposal 
(RFP) and sends it to publisher/distributors 
considered to have an interest- in producing 
and marketing the product. Upon re'ceipt of 
proposals from commercial publishers ;. . the 
National Center (with the aid of an external 
review panel) determines which proposalXaf fords 



15 . ■ See Appei;idix A for an expTanption of th\s^ 
Snec-.ial ized Offices. ' -t- «• 
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the greatest potential and. awards a contract 
*to.a publisher to produce, sell, and distrib- 
ute the product. Products made available 
through an RFP are not edited or prepared in 
any way by MMT. All review and field- test 
data arc provided to the commercial publish- 
er, along with the prototype product so that 
the publisher has all essential information 
to issue the product according to National 
Center recommendations. The National Center 
assumes the role of publisher for RFP prod- 
ucts only \vhen no commercial publisher wish- 
es tp distribute the product and the National 
Center can distribute it economically. 



Products published by commercial publishers 
are, of course, distributed by them. NCE.MMH- ^DisA'ibution 
published products that- are prin^ only, are ^ and 

distributed through the Ohio State University Promotion 
Press .in Columbus, Ohio; audiovisual and 
mixed media products are distributed through 
the Nat ional .Audiovisual Center in Washington, 
D.C. A limited number of all products pub- 
lished through the National Center, whether 
commercially or noncommerc ial ly distributed, 
are. made availab;ie on loan through the 
Special Office for Materials Distribution in 
BToomington, Indiana. 

-4^roducts-inn5TI^TrednDy NCEMMH are publicized 
through the Ohio State University Press and. 
National Audiovisual Center catalogs, through 
the national Center's cy.£alog and newsletter 
( 4pr^p<95 ), and J:hrough information\fliers. 
Advertising in "national publications , at con- 
ventions, and through appropriate organizations 
is also a part of the publi^elty campaign for 
many products . Commercial publ ishers that 
are awarded a contract for a product through the 
RFP procedure are responsible fOr publicizing 
that product. The National Center does facil- 
itate publicity announcements for commercially 
distributed products in the form of news re- 
leases to journals and other piibl i cations. All 
publicity announcements specify the distribu-r 
tor from which the product may be purchased. 
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"For the past decade, the Bureau of Education for the Handi- 
capped (BEH) has sponsored a variety of projects to research, 
develop, and distribute instructional materials for the han- 
dicapped as. well as to stimulate local and state education, 
agencies to^provids media and ^materials support servicBs 
for the handicapped. One such project is the Area Learning 
Resource Center/Specialized Office/National Center on Edu- 
cational Media and Materials for the Handicapped (ALRC/SO/ 
NCEMMH) program sponsored by the BEH Learning Resources 
Branch (-LRB) .' 

Some, localities have outstanding pi-ograms for educating 
children with handicaps, utilizing media, matej^ials, and 
educational technology resources. Haniiicapped '-children in 
other localities, however , may not have access to the ' 
number and quality of resources.- The program of the Area,. 
Learning Resource Centers (ALRCs), Specialized Offices (SOs), 
and the National Center on Educational Media and Materials 
for the Handicapped (FCEiMMH) helps localities, states, .and 
regions to provide these resources. The underlying aim is 
to increase and to /improve opportunities for handicapped 
children to receive the best possible education. 

-Ihe-ALRC/SO/NCEMMH/ program is designed to interface - with 
local and state mefdia-materials programs and to provide sup- 
portive services ud those programs so that' the following 
.general goals may /be achieved . o ' . 

• Where appjropriate materials do not exist to meet 
the needs! of handicapped students, needed materials 
can be msSde available through adaptation/modification 
Qf existdlng materials and/or development of new ma- 
terials TO meet ident if ied student needs. 

Where users of materials are not aware of existing 
materials that will meet the needs of the handicapped, 
informatlion about relevant and usable media and mater- 
ials Willi be made available to the potential user. 

..• Where users know about the availability of existing 
materials. that will meet needs of handicapped stu- 
dents, but do not have physical access to these ma- 
terials^ materials' will be made accessible on a con- 
venient basis. 

• Where materials are accessible b.ut the potential user 
* does not know how to use them effectively, users 

will have access to information and assistance in 
the use "of materials . ■ 
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Each component of the ALRC/SO/NCEMMH, program has: an -ident i~» 
fied mission which, when added to 'the '.nissions of other-^pro- 
gram components, provides the comprehensive services to, sup- 
port the above goals: " 

Area Learning Resource Conter-.s stimulate state program devel- 
opment of state and intrastate media and materials services 
and promote training of instructors in the selection and util- 
ization of special education instructional materials. ALRGs 
^serve single or multi-state re*gional areas. 

Three specialized of f ices, for the viisual ly impaired (SI), 
the hearing impaired (S2), and the otherwise- impaired (33),- v 
identify existing media and materials usable with handicappedT 
learners or determine' which materials can be. adapted for use 
and/or need to be developed for use.: Materials identified 
as usable with the handicappe'd are entered into the National 
Instructional Materials ihformation System (NIMIS), a com- 
puter-based information retrieval system located at NCEMMH.. 
NIMIS provides a national resource to the ALRCs in responding 
to information requests. The mission of the fourth special- 
ized office (SOMD) is to deliver on a^loan or rental basis 
those materials which are selected art^ described by SI, S2 , 
and .S3 and entered into NIMIS., SOs provide national services. 

The National Center on Educational Media and Materials for' 
-the Handicaoped assists in identifying needs for child-use. • 
instructional materials'. ■ arranges for distribution of newly ■ " 
developed child-use and media- training materials, operates^ 
NIMIS, and provides coordinative services to ALRCS and, SOs.', • 
NCEMMH provides national- services. ^ 
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Wh0re to Obtain Information In Your Region 
Cohcerning Learning Materials for the 
Handicapped * 

If >ou need information uhout learnln); ma- 
terlaN for the handicapped. ,>'untaci vour local 
learning Resource center. The name of the local 
learning resource center nearest you may he 
obtained from Ihe Area Learning Resource Cen- 
ter (ALRC*) in your, region. The t'nited States, is 
di\ided into thirteen regions in the ALRC/SO/ 
,NCt>tMH program. The ToIlo>*ing list of ALRC 
adjjbtxsses and phones gives the region num- 
bermr each stale. 



Directory of Area Learning 
Resource Centers (AIRCs) 

Region Center 

i Nv>nhw<cvi ALRC. 
L'nivcrsiiy of Oregon 
CliriCiil Services HiJiidinjj:. IKird Hiuir 
Hugcnc . ( )regon f 

: (\ilifi)rni;i I RC 
NX) South Ci-'mmi>n^vc;illh Avenue. Suite \MU 
I,os Angeles. C.ilifmni.i ^^lHK)*i 

^ .Southwest ALRC 
New Mexito St.ite I ni^crstlv 
Hox 3AW 

Lac Cruccs. Nev\ Mexico KSIM)^ 

4 MiJwcsi ALRC 
Drake Lni^ersitv 
\}}f> :6th Street 
I)cs Moines. Lma SVM I 
(515) :7I-WI 

^ L^.xas ALRC 
The 1 f .ivcnity of Texas at Austin 
Ci>Ik*JMe of hducatu>n Building 
I'nZ speed wa> 
Austin. Texas 7H712 
(512) 47L3U5 

f> Great Lakes ALRC 

Michigan Department of Liltic.ition 

Special Lducation Services 

P O. Box 420 

Landing. Michig.in 48^)2 

(517) 373-*M33 

7 ALRC #7 
Materials Development and Disscmin^ition 
Specialized Hducalicinal .Services 
Illinois Office of Education 
100 North First .Street 
Springfield, Illinois 62777 
\2\7) 78:-:436 

H Hhio ALRC 
m High Street 
Worthington. Ohio 4.V)S5 
(6I4> 46IV2650 




Reaion ''^'Center 

y Northeast ALRC 
l()ti Bank Street 

Hightsiown. Ncv\ Jersey (1K^20 
(609) 448-4775 

10 New York .Stale ALR 
55 Llk SjAv-l. Room /J7 
AlKinv.'Ntfw York ^234 
(5 IS) 474-2251 

11 Pennsylvania ALRC 
57> North Main Street 
IXiylesUmn. Pennsylvania IK^O. 
(215) 345"SO«0 

12 Mid-Last ALRC 
Cniversity of Kentucky 
123 Porter'Building 
Lexington, Kentucky 405(K> 
(606)258-4921 

13 Southeast LRC 

Auburn University at Montgomery 
Moiitgomerv, .Mabama 36109 
(205) 279-9110 i:xi. 258 • • 

t.Ser\ing All ALRCs) 
NCKMMH Coordination Services 
National Center on Lducational Media 

and Materials for the Handicapped 
The Ohio State University 
Columbus. (Jhio 432 ur 
(614) 422-7596 
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Region State 


Region State ' 






1 Alaska 




3 Arizona 




4 Arkansas 




2 California 




3 Colorado 


8 Ohio 


y Connecticut 






1 O ri* p i1 n 


\2 [)jsirici of 


1 1 Pennsylvania 


Columbia 


" KnOuc isuinii 


13 Florida 


13 South Caro'ina 


13 Georgia , 


4 r>ouin i^iiKi»»a 


1 H aN^ ai 1 ^ 


1 ? I cn nessee 


^. 1 Idaho 


?i Texas 


7 Illinois 


3 Utah 


6 Indiana 


y Vermont 


4 Um.i 


\2 Virginia 


4 Kansas 


I Washington 


\Z Kentucky 


4-3- West Virginia 


1 ^ Ltniisiana 


ft Wi>consin 


y Maine 


1 Wyominj? 


i: Marylana 




^ Vlassachtisells 


■ Bureau of 


ft Michigan 


Indian 


ft Minncsvna 


AlYairs d 


^3 Mississippi 


schools 


4 Missouri 


i Guam 


1 Montana 


13 I^uertokico 


4 Nebraska 


• 1 Samoa 


3 Nevada 


I Trust Tenitor\ 


^ New Hampshire 


13 Virpin Islands 



Directory of Specialized 
Offices 



Special Office for the VisualU Inip.yrcJ 
<\merican IVinttng House foi the IJIind 
^ . i^j*^ Krankfort Avenue. 

l utosville. Kentucky 40:<Ki 
/ 

Specialized Office for thv Deaf and 

Hard of Hearing 
Biirkley Memorial Center, kmim 3IH 
University of Nebraska — Lincoln 
Lincoln. Nebraska ft85K3 
{M)2) 472-2141 

Specialized Office Three 
4ft7 Wisconsin Research '.md 

Development Center for 

Cognitive Learning 
li)2.*5 West Johnson Street 
Madison. Wisconsin 5370ft 
iH)i<) :ft3-785I 

Special OtTice for Materials Disiribution 

Indiana University 

AudKvVisual Center 

HtiHimington. Indiana 47401 

<8I2) 337-2853-~Main Office 

(812) 337-150— Circulation Hep^ir i/iient 

'♦O 8EH Learning Resource Center Program 
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Product Intake Form ^1 



Product Intake Pom ^^^^ 
f'LDiA FORM^^T: ^rint Non-Print '^ixed 

Reouired. ^uui nrent ^or Use , ^ . 



OISTJ^IBIITION 

Nunber of coaies reproducel to dat*? ' riunber Distributed [ — 

Tvoe of ^i'-.tribution: _ Local State National 

Have .0 1 conies jser^ for ^^i^Ui testim .^nd/or distribution been narked as coovriohted? 
Y*j^ *,o If no. w.is 'jSviq'c otherwise exnressly restricted? 
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Product Intake Fnm 



^^ATERIftL AriD CLEAPAfCF. STATU*; EXOLANflTrn*' 

The fol]owin5 check list is j quick reference nu)de to determine the status of a prudiici with 
regard to its conoleteness . All sections should have a response. In sone cases two resnon«;es 
will be appropriate, e.a^^an itep ray be conplete and available or conpleted and not ^vailaHle < 
tf lost or destroyed^^.^'hT > clearance has been obtained, documentation should be available and 
indicated as sucii^-^^he loss or nonava i l^r»i 1 i ty of dncunents on product materials can hamper 
and in s^?^:i>c3tes preclude publication. . Nevertheless, the' earlier ♦^is infornation becomes 
avdii-j^rT?, the better equipped our staff will be to work on solutions to this nroblen. 



A - I'ur.pleted 

B - Partij] ly Conplete*^ 

C - Proposed 



product Oriijinals 

Product Printing M^ster'^ 
^ — 

ProJuct. Prototype* 



[) - Available 

C - Not Available 

r - Other (please enter cor/nent) 

riA - Not Applicdbl^e _ 

Co'TT^ents and Location 



A U C D E F 



C D E F 



Wo'*k Prints 



Ttst ?fir- 



A f] L D E F 



A U C D E F 



' A B C D E 



Prc-Juct Di5.tr ihution 



A : C D E F 



I 



ri'»irt Tc^t nccu'-^nttstion ' j A B C 0 C F 
„Lp VM^ti -Xi-f'w/jrfl I 

Talf^nt Releases 



Permission to 'Jse Cooy- 
righted Music or Oth-^r 
I fic 1 u d ed_M 1 

Office of PuM ic Af f^iirs 
A-V Clefr.irce (if 
fcf. " r 1 1 1 y_ Jur. led ) 

Script- r I'^jrancf 

Jli .^^^ll-'ji-r^'^l 

CL»velop"'Hnt J 1 Col vr i 'Jht 
Authorizatit:n (incl'..J- 
jr.fj dat';?^)_ ■ 



A R C 0 E F 

A B C D r. r 

A B C u E F 

A B r. D F F 



A B C D E F 



L- 
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4 



EKLC 



Product Intake Tom 



Disseim'ndtion Copyright 
Autnorizdtiori (includ- 
ing djte) 


A B C D E F 








Copyright 


A B C D E F 
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Product Inttske Form ^aqe f> 

PPPDUCT COMPONENT ;DENTIFirATIOr! 
{See following paqes for instructions) 

1. Parts identification: Prototype or Distribution Copy, List each part 
of the conol.ote nrodiiCt--as it is intended to be used by title and 
torr.at. • ' 



List of orn^Mil riiJtcriils. L'^st by title, fomit, oauqe, recording 
sr-'^pd. -ind rf-corttinn stand.ird all nrodijct rasters that you hold that 
have been usod in the reproduction o* the product. Bo sure that each 
3ioco of tne producL is identified by the title of the part to which 
i t ^e'^r^n'-i^ . 



Product Intake Form 



Product Intake Form ^^^gi 

3. Give a statement of the qoals and objectives of the product. (This should 
be taken fro(n your teacher's quide, which should he part of your product.) 



4. Hake a suimary description of the product for publicity release purposes. 



5. Include a packina list for each box nailed. 



Product Intake Form 



Prpduct Intake Form. 



Page 7 



PARTS IDENTIFICATION 



Below is a sample of the conpleted section for this fomi Identifying 
the parts of the finished product and the original materials used to re- 
produce the ;-roduct- For furtner infortTiation, see the reference list for. 
product repr>duction components. "> • 

(Sample) 

1, Part's Identification: Prototype or Distribution Copy , 

Li'jt each pjrt of the complete product, as it is intended to be 
used, by title. and format, e.g., 

Teachinfj the Exceptional Child - l&rin sound film, 
- j rr.inut'es TdiVtr i bu t ioii copy] > 

tour l>ceptjonjl_ChiJdj^ ^ill^Jn^'jlUP-" Parents - 

.ooVr»Jt', 37 p'tiges'TdistMbutfon copyT^*~ 

2. List of Jriginal materials. 

List, by title and fonnat, gauge, and recording speed all product 
piasters tnat you hold that have been used in the reproduction of 
th'i p'-oduct. be Sure that each segment of the Product is identi- 
fied by tne title of tne part to which it belongs, e.g.. 



Tea c_h infj the Exc_eptional Child 





I teoi 


Gauge 


F_o_rma_t 


1) 


"A" Rol 1 Posi ti ve 


1 6rr.i 


Sound 


il') 


"b" Roll Positive 


1 6rsn 


Sound 


.3) 


liuplicating Negative 


l&TDTI 


Sound 


4 i 


Magnetic "Track 


1 6"irTi 


Sound 


5 1 


rtorlr Print 


16mni 


Sound 




Tost Print 


1 6rr.i 


Sound 


7/ 


Release Prints 


lerrn 


Sound 



Record ing 
Speed [iOj^ 



Your E;<cep_tional Chijdj Jnfcrn^^tjo^ f^r^ Pa^ 

Recording 

I teni Gauge S peed .. fi_q_._ 

I ) Uri>jinal Type Script 

;.} Original Art .jork 

j) Photo Negatives 

-} Photo Positives 

I) Booklet Durny 

6) Offset PUtes 

- {Detach this page, ^0 NOT RETURfJ) 



a-l/2"xll 

5"x7" 

35rnfn 

5"x7" 

9"x7" 

I8"xl4" 



22 pgs. 
5 
8 

3 

37 pgs. 
10 
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A statenent of the goals and objectives of the product, 
GOALS AND. OBJECTIVES: 
.'- A. To make parents aware of who constitutes an- "exceptional child," 

B. To inform parents of the special. problems involved in teaching 
exceptional children. 

C. To denionstrate the most up-to-date practices in the education 
of exceptional children,- 

4. A sunTTiary description of the product for publicity release purposes. 

Intended for parents of exceptional children, this package pre- 
sents an overview of the educational opportunities afforded these 
children. The film and book aid parents in identifying exceptional 
children and in providing these parents with information that will 
enable tbem to get the best education possible for their exceptional 
children. • ■ ' ' * 

Include- J packing list for each box mailed to the NCEMMH, e,g,, 

BOX 

Title I tern - flua n_t i ty 

T^,MChin(} the E<cej)tionaY Chijjd 16mTJ sound filnr 1 



ENVELOPE ^'l 



Li Ale 

'Yrur Exceptional Child: In- 
foriratv^n fnr P.ironts" , 



BooH ets 



Quantity 
* 3 



u\rh tni'i pacie, DO .NOT RETURN) 
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■ mmnci list for AunIn-vIs^l/^L ( 

PRODUCT REPRODUCTION COMPONENTS K 

■ The following list has been prepareci as a guide to aid in identifying and 
orfjanizinq the naster materials involved in the reproduction of products. This 
1 isfattempts to be .coinprehensive in the notation of possible components' that 
may be created in the production nf various audio-vi s^ual materials. -.This is not 
to say that all of these components w,i+^lie produced or will be 'extant at the 
tine that the product i s^siibri tted to NCEWIH. 

\5t1J 1_ Pnotonrn^hs {No Forrrj^t) lauqe is deternined hyiniaqe si?e of naster 

.. . ^ 

l>v Oricjinal negative or 1. Hrininal positive 

2. \MdSter positive > , 2. Huplicatinq neqative 

3. nuplicate neqative * 3. Release print "positive 
^. "Positive prints 



,Sli/ies and, Fi b^sVins {Na '^or^i.it ^or Silents) - {Sound Fomat) - Aur^ible tone 
c^o hz,,f^n hz, ino hz, inon hz . fMuoes for slifies 3re 



^,]/il"x<i' ^or filmstrips It'nn and 



Original nei'iHti ve 
Dupl i Cd t i n(j pt^.si t"i ve 
HunMcfitinq nef\itivf' . 
Release nrint *josU*. ^ve 



1 '^rininal positive 
?. Duplicating nenative 
i. release print positive 



''•oti'jn f'ic'.uro i Ips - '"nrrv^vfs (souni. siirnt, srund c? SGCtte , s i 1 ent cas- 
■ sette)\ ?*ecor()ino r.nneds (?! F^S, Kmti, ?'^p>n, IR nr 



'^.^ ^P^,V>ri, Super Rm) 
3 5mn , \^ 

A » f? rnllK nr 



1. 'Mcfuro Npn^^tivo - n » ;> 

a P. rolls (irnn^, and 
A roll {3^1^-1) 
3. PuDlicatinn nositive 

3. nunlicatinn neqative 

4. Hriqinal sound recording - 

^^qhnfir t.}pf> with ^'/i^r 

DuUe, 16riin mannotic Ml"-, 

^5ri^: n.iqnptic film >^ 
^. Sound "recordiin nearitivo 

(ontical ) 
f>. Release orint. positive 

(include '.-'nrk prints anr^ 

tp'; t ori nt"^ ) 



3Nnes are ."^rn, IGnri and 



"ictuTP pt>sitivp 
Not aorl icai.!e 
DudI i cat inn neO:itive 
Same 



fnpt.ic'^ ^his naqe. DO vny opTURN^ \ 
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Product Form • • ^ . A' ^^^e 10 

Audio 'tpe Fomats (cassette and reel; aonophonic . stereophonic; track) 
— ' recording sreeds {i-7/R, .l-S/^, 7-1/?, 15 IPS) nauqes 1/8" (cassette) 
1/^'; and l/'2" reel. ,/ 

V. Original master ^, 

Qubbi'nq master . , ■ • 

j. Release copy 

" t ' 

A'ideo Taoe Fon^ats (cassette and reel), recrrding standards vary accordinn t-. 
' ' ^^l^p nodel 0^ video tane recorder; desinnate video tapes-hy 

r iake an d Model Number of the nachine the edited master is recorded 

:bn. r,auqes are 1/A-'; l/^'^ ?/4", 1" and- 2". 

1 . Originar/ecordings - . . ^ 

?.. Edited master ^ . 

1. Duplicate raster (optional) . " 

4. Release copy , 

Audio Disc, Video Disc Formats (Audio disc) (nx)nophonic, stereoohonic ) '^-auoes 

. ^2-^ recordino sreeds (33-1/3 rnn, ^5 ron) 

(Video disc) ^C;^, Phillips standard naunes not yet 
determined ' 

1. Vaqnetic tape natter 

2. Disc master ' ' v 

3. Mother for duplicating stampers (ootional) 

'J, Stanner ' . - 

.5. Release copy 

/ 

Audio Card Sets Designate format by make and nodol of nachine on which rasters 
" vvere recorded. Desionate aaune by indicatinq card size. 

" '^jl' L '-^ ^g/'J V^- including .Maps, Flash C a rd s ,iA"j^ Alll. jj^ljl Format) Hauge-is 
. *~ - by ,si2e 0*" oriainaTor master 

U Original typescript .. o 

2. Oriqinal art work 

3. Mimeo stencils 

4. Ditto masters 

5. Photoqraohic materials, (see Still Photooraphs) ' 

6. Offset plates . - 

7. 3ook dummy (camera ready copy) 
a. Distribution copy 

Tra nsparen cies (No Format) r,ayqe is R-l/?"xU" • 

1 . Original art work ' ■ 

2. Of/set plates (optional) " 

3. Distribution copy 
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Product Intake Form ^ • ^ . Pane 11 

r^od els, Pealia> Toy s, Puppgt'i " (No lonnat) (Mo aaune) 

Give a brief description to include size, weinht, color, numhor. ond con- 
struction materials, as "you deen appropriate. 



Other ' 

» ' ■ ■ 

(If your niedia and inaterials do not fit any of the preceding^categories ,. please 
describe in detail • ' 



(netach this pane;, DO NOT; dfTUPM) 
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General Information on Copyri ght. Circulai^ 1. 1.1 pages. \ 1971. 

; '. ' ■ \ 

The Copyrii^ht' Of f ice. Circular lA. 2 pages. 1971. ■ "^^^ 

Regulations of the Copyright "Of f ice . (Code of Federal Regula- 
. tions, .Title ST.-^iapter II.) Circular 96. 17 pages. lS69.\ 

Circulars -, on specif i,c ^^ccSp-yright subjects are available. \ \ 
These include: ■ ' ■ ^- - '/ • ; 

-Assignmentfe and Related Documents / \ ' 

Audiovisual Material . 

Authors' Publishing^ and pecording ArraVigerfrentrs » - 

Books and Pamphlets ^ \^ 

Cartoons and Comic Strips , 

Cl^oreo'graphiQ- Works 
^ jpomputieu: Progr"^ms . . 

Contributions to Periodicals . . 

, Copyright Notice ■ ?^ 

" Dramat ico-Musical Works * ' r ' ^' 

Fair Use . " ■ ; 

Games . ■ ' ■ 

How to' I-nvestigate. the Copyright -Status/of a Work 

International Copyright Relations 
^ "* ■ ^Letters. Diaries and Similar Personal Manuscrlptjs 

Loose leaf Publications 1 * ■ " ' ■ * 

ft Motion Pictures ^ 

Musical Compositions , '■ ' 

New Versions 'and Reprints 
. j^;. » ^ey'iodicals i 
<• 'pictorial. Graphic and Sculptural Warks 

Poems and Song Lyrias \ ■ i 

Priijits and Labels' , » *• ' 

Radio and Television Programs 
■\ * Renewal of Copyrigh^t. 

Annual Repoirt of the Register of Copvrights. Copies are j 
available- f^Dr the fiscal years beginning with 1^^,2 . Certain 
earlier Repiorts are . also available. 

• ■ ! : . . / 



Publications of. the Copyright Office '5} 
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.. . Consent for Photograp^^y 

Complete in duplicate. The original copy is to'be placed in the project 
.file, the duplicate given to the subject. 



vc- niy consent to -be photographed/ 



Subject, Parent, or Guardian 
for rny child, tc be photographed and for these 



photographs tC be used in educational ana publicity publications of The National 



Center on tduc]*:ionaI Vedia and iVaterials for the Handicapped. 



I also give my. consent to the use of these photographs in commercially 



produced educational r.aterials and publicity for those materials. 



Wi cness : 



Signature of Subject, Pa.rent, or Guardian 



Date 



Address 



City, State, ZIP Code 



Area : 



Ty^pe of Picture: 



Requested by: 



Date: 



□ Color □ Blp.-k and White □ Still Photo □ Lantern Slide 



Q Silent Motion Picture 



D Sound Motion* Picture (including permission 

to record voice) 



Finished Material for: 



"(Project or Publ ication) 



Sample Talent Release Form 55 



55 



HEW.6I5 
OASPA 2/74 



DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE 

Publication Pbn Clearance Request 



INSTRUCTIONS - To be completed in triplicate 
for each non«adniinistra!ive publication and sub- 
mitted to the OASPA through Agency/Bureau 
Office. of Public Affairs pnor to any significant 
amount of publication project devflopmenl work 



Date of Request ; 

Requesting Organization 
(Aj^rncy. Bureau. Div.) 



Contact 

Title 

Extension 



Proposed W'orkinii Titk* _ 

DHF W Publrcation Number iti aphlu nhU-} « , 

Type Qf f^iblii.'^V,!' ' 

Frequcncv 

BlWrtVtklV i... 

Ou_jrierK '.. 
PriMpuN^d Forffuji 

b. S\r: 



M i,.>j..IhK 



Senii'Annuul i ^ 
Annual CI 



Pnntir.f; 

f 1 GPO I I HFW 
Other \ \fn-(U * 



New PuhlK , -lion | ) Roprinf' j I K'. vimoii | | ' 
Number of Ciipi>*N Prvijci u 

a Officul Divfril'uiiv /i . ' 

b. No ol Xdifihotul C ijpics Proposed tor. SjIl" by Sup Docs, or HLW AtL-ncy 



7. hstjrnati*d Life ol Publication ' 

8 JtiMificatinn Sl-c lnvtructu>iis .mil atLich sep.ir.itf shctM tor^jnswcnni: the follow rng 



•\ P(irp«)U' 



IV I viiIcikV ol Nk-cd 



I) I'nhlK.it pni supports w.IkH pmjrruni 



/ 
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<). Is ihiTC J spL-ciHc Icgi-JjliVL- mjndjtc for Ihis public jtum? 
^Ycs I j No I 1 

(if Yi's) sr«-*«-ify !— 



10. WuMs/jre !he tjrgft audjencc(s) for this publication" 

J. TjrjjLM AuJiencc h Est ToUl Universe c- Hsi ;-fJSt. Impact 



A DislributiiMi Plan: Indicjlc how this publicalion will be dislributed. 



B. Dale Mji'ling Lists l.asi rircubri/cd_ 

Manuscripl Time Schedule 

A Proposed Starl UjIc 

B Prtiposfd r'ompleitnn DjIc — ^ 



!3 Funds " 

A- Is proposed publication wiihin approved 
publwiition program and jUotmciil!*? 

Yes M No I 1 

B. Project will he charged lo 

( l/i/'Topnation) — — 



Costs (ft, r / 

\ (■4>mpi(invV wntini: .mc! vditmi: 

S..- 

B CiMitraLtiMl Sltvil^-'s 

S , 



(' I-st prHit:n>: i-o^ts 

(hu .Art i r,H nr, m* ntj 



I ^ \ppri.s:ils hv Operaiinji Unit or I)cp.irtnieiit3l Offiie Subputtinn Publication Comx-pt- 

A IsMiiM,. Otlue Director ' R A>.ency/Bur.'au P.-blicit'ion Clearance Officer 



C Date o( Approv.il 



Action by OASPA : 

I \| CK-.irt-d I 1 Pr(»visiorKilU dcarcil BV (Signature) 
1 1 Dis.ipprdvcd I I Withdrawn by BurLMu Dale 
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DEPARTMENT OF HEALTH. EDUCATION. AND WELFARE 
REQUEST FOR AUDIOVJSUAL MATERIALS 



H Kequcsnnp Oft:ani/jJian 
tAaeniy. Hurvjtt, Pti isutnf 



I h WOKKfNC; TlUi: 



V:.irr; I.j;.- 

: 1 J x)ul'itr\ 

:.• ojiii-t \/'. . 'f- . 



( ATI {,{)\<\ 



1 . J'KnPOSFDl.tV.lJhMlNSi 



2 b n RPOSf- STAT t MKM Su>pc Wi,rk, 

it j'.aih^icf 



■ ■ 1 ..,.i,rmMi. ..n..ftN P'.if'lK A;;jii . 

1 Puhlu SflMif AtiFl. •MIttf fNlfMf 

:.: 



PK0CKAM;PKOGRAM OMJI C TiVl; 



J PROPOSKDNt MBF^KOF PRINTS/COPIES 



rj idnijii 

rj V'nJco I .ipi • wc 

4. DISTRIill HON 

.1. Vi'.wi \f\ Au.liuiui' .. 



[■' l.iveSHi>r 



•\riiiu!ion 



•"] Sound lifkxi 



"\ Tclfw^Kin 

'.J RjJiM 

■J Ptir>!u Pl.itt. 



III Vfc 5 24 A < kvv 



vtil>i(«ot Ihc until (I jf>[if.-\a| i«t <iASI' \. 
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d. Distrihuiion Mef:hin\c\irn (one armore/ 
D Direct 
O . All Council 
G Rcgiwjial/ Field OtTiccs 

□ Internal HEW Only 



Q Nation j{ Audio Visuai Center 
O Commercial Diitribulion 
O Stale/Local Agenacs 
a Oihct ( Sped fy) 



e. EstimJtfd AudwnLC /First Year} ... . . . j 

METHOD OF PROMOTION (Cue rmiling lists, cunfcrencr exhbttry. use ft tld personnel etc. t 



^. PRODUCTION APPROACH 
, a, W\\o\l\ in houst* IdcnlifN initiating and coope:aimg HEW mfK-js and Scrvi«i to be provided 



□ Motiilicd in houif Spetifv services to be provided by HHW ntiuVi and those technical scrvtcci tu be piocured 
v'Utside HEW ^ . 



Lj W1iol]\ r*y cimtrjsi Spcvity rok* o| piojeci I'tiicer inLiudiny; jiMsianctr l«« bi* rcrulcri'd \o conU^Ltvts in Mtc 
stlctiion. wnpt rcsejfcb'wnitni;. liKJtinn t'ilniin^< eiL. 



pRoni ( rios scMi Dii i 

• [K-vclcptnt-n! rroiii -7 d _ 

• fV< tluition \ rom !»>-. 

• I>is» ^ PtiMiintr itl f'fimi 7.*- 



("OST LSTIMATtS Cuntraci l^■hou^c 

S M/his, 



ResojrL-li & Writing' 
PfodiiLtUin ^ 
RcItrasL* Pnn!^ 
I)I^!rl^mIlnf1 
l*rnji|'»linri 

Oilu t iS;u I // 1 / 



S 

s 

s 

s 

s 
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9. METHOD OF FUNDING 

HEW a AUotmeni No. '. Appro. Sym. 

Grantee O Specify 



Other Governmental O Specify 

Non-Covcrnmcnial D Specify 

10. -HTE OF PROCURi^.MENT • ' ' 

a Gr-nt 

n Contract ProviJc GSA Sjpp'y Schedule Number, if applicable 

□ Sole Source If sole source, attach jusuficaiion 
D Co:npeiUivc 

CJ Call Contract If call contract or negotiate J contract, list pioduccis to br ask-d to submit proposals 

a 0\\\iiUSpei:ify} ■ 



APPROVING OFFICIAUS 

- S:i;natu;« 



Title 



Bureau or Offjce 



Agency {OPA or OPi. 



OASPA 



t'ate ATPROVE DIS APPROVE 



GOqi^f CC 



AO'tc-ss 



HEWv:J /^(Rc*. 5/741 

Kochju'r if; tri.u. dollju rmtr..nri. or conitjotjs, or addirioni cin be midc lo t^e pfOilucKo deurnbrd herein 
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A3 rolls. Tv:o or more matching rolls of film having alternate 
."•scenes intercut with opaque leader thereby' permitting super- 
imposures and dissolves. 

Camera-ready copy. Print and graphic material in the final 
state of preparation, r^eady to be reproduced by photographing. 

Cavtion. Explanatory text placed outside the frame of an 
illustration and identifying the entire illustration. 

Cormercial bidders. Commercial publ ishers who,, through the 
NCEMMH Request for Proposal procedure, submit estimates of 
what they. would charge to prepare, produce, and market a 
product . . 

Copyright, A generic term d scribing a body of written and 
unwrcitten law designed to protect the works of authors and 
artists. 

Cost-benefit ratio. The relative value of a product in relation 
to its price (based on the cost of production and reproduction). 

Definition (high and low). The amount of detail in ah image 
(picture ) . 

Distribution copy. That copy of a product that is a; result of. 
mass production and' is used or intended to be used by the 
public or the audience for which th';^ product is intended. 

Educatioruil level. Usually grade levxi for which a product is . 
intended. For high interest-^low vocabulary products, both 
int-erest and vocabulary leveLs are ir:'::icatod in terms of 
grade. ' 



A 
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Format, A term referring ^general Ij- to the distinction between 
print and media, more specifically to differences between 
types of media (e.g., film/ video tape, and audio tape) and 
most specifically to differences within a .single type of media 
(e.g., 16mm sound film, 16mm silent film, 8mm optical sound 
film, 8mm magnetic sound film. 1/4" audio tape, audio 
cassette). Fine distinctions at this last level include such 
factors as recording speed, placement of sound tracks in 
relation to picture, and method of scanning a video image 
.for tape recording.* 



■rFS. Frames per second, indicating the speed at which motion 
picture film moves through a camera, recorder, or projector. 



.Vcu/'^c?*:-. A reproduction with gradations in tone made.rby 
photographing a subject through a screen containing both 
horizontal and vertical openings. 

-Wdva?^.^. Audiovisual equipment used to project or play films 
filmstrips, slides, video tapes, audio tape*-, phonograph rec- 
ord's, etc-. See so ft^j^ai'^e . 



7"-5. Inch<_*s per second, indicating the speed at which audio 
or video tape moves through a- recorder. 



L^^hel. E.xplanatory text within the framework of an illustra- 
tion and Identifying parts of it. Labels do not replace 
captions. . ■ 



y-int^-^^r. An original recording, negative, or camera- ready 
copy to be used in the duplication process. See product 



■'■aterialc. ^ Produc^'ts or parts of products. ^ 



Fvodiicer. The institution or individual that provides the 
necessary services, space, and technical assistance to an 
author and is responsible for the initial production of a 
produc t . 



• Pi'ociuot. That material developed for instructional use 
under one title. A product may consist of a single component 
(a book) or a numbor of components (book, film, slides) that 
function together as a unit. 
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Product descriptors. One to four words used to describe the 
category into which a product could be placed. 



Product original/master^ The unique materials needed to repro- 
duce a product, e.g., negatives, printing plates , artwork, 
camera-ready copy.^ 



Product part. An essential component of a product kit. A 
film loop or game may be ''part" of a product kit. 



Product pieces. Separate segments of product parts, e.g., 
slides in a set, counters or tiles in a game. 

Prototype. ;Kandmade original materials that cannot be directly 
reproduced, e.g., handmade models , games . 



Healia. A broad descriptive term refer^4ng to actual samples 
or examples of **real" materials, e.g., sarnples of minerals, 
cloth, wood, etc. This term also applies to such objects as 
tools, mechanical 'parts , games, models. 



Release print. A print of a motion picture or films trip made 
for general .distribution and exhibition. 



Sof-tioare. Audiovisual materials — films, slides, audio and 
video tapes, phonograph records — that are included in edu- 
cational products. See JiardDare. 



Test print. Also known as an answer print, the first print 
of a film or filmstrip made by the laboratory and sent to ' the 
pioducer for inspection. 

Work print. .Also known as a cutting copy, the version of a 
mot ion picture assembled by the film editor who splices the 
film together from all the material that was photographed. 
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AUDIOVISUAL MEDIA: GENERAL 



Brown, James W.; Lewis, Richard B.; and, Harcle'rp^ad ,^Fred fT . 
.Audiovisual. InstxnM^tion: ' Materials and Methods. New York: 
McGraw-Hill Book Co., 1973. 

A general methods book on audiovisual material's production 
and use. 



Dale, Edgar. Audiovisual 'Methods in Teaching. 3d ed'. Hinsdale, 
Illinois: Dryden Press, 1969. 



A fundamental book on using audiovisual materials in 
instri 
guide. 



instruction. . An excellent theoretical and. practical ^ 



Field, Stanley*. Professional Broadcast Writers Handbook. Blua 
Ridge Summit, Pennsylvania: TAB Books, 1974. . 

A guide to script writing for radio and television. 
Covers basic techniques. 

Holt Publications. Guidelines for the Development of Elementary and 
Secondary Instructional Materials. New York: Holt, Rinehart 
and Winston , . n . d . 

A guidebook with emphasis on professional standards for 
materials (mostly printed^ developm^ent . Available from 
Vivian Fenster, flolt, Rinehart and Winston, 383 Madison 
Avenue, New York, New York 10017. 

Kemp, Jerold E. Planning .and Producing Audiovisual Materials. 
New York: Chandler Publishing Co. , 1968. 

A guide to audiovisual productioo techniques and materials 

Minor, E.O. and Frye, Harvey R. Techniques for Producing Viaual 
Instructional Media. 'New I'brk: McGraw-Hill Book Co., 1970. 

' Production" technique s- and m aterials are eTnphasizedl-^ 

B i bl iography 6? 
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Scott Graphics,. Inc. . A. Guide to Overh^d Projection and Transparency 

Making.. Kolyoke, Massachusetts: Scott Graphics,, Inc., 
• , 1D74, ■ " 

More" of a catalog thgin a guide, but containing, several 
efficient pages on preparing transparencies. Available 
from Interstate Media Company, P..0. Box 25, Brown Mills,- 
Xew -Jersey 08015. ' . . 

Vi'hite, Gordon. Video Fecordujg Record a7id Replay Systems. London.: 
Xewnos-Butterworths , 1972. - . 

A fairly advanced work on video recording , this book 
covers. basic principles of major tape and disc systems. 
Contains a .useful chart indicating compatibility among 
var ious ' video tape machines. Distributed i.^ the United 
States bv Crane Russak Co. .in New York. 



J 



yiin PRODUCTION' 



Churchill, Huj^h B. Filpi Editing Hayidbook: Techniques cr' ----[b'rirn Fi'h 
Cutting. Belmont, California: Wadsworth Publishing Co. 
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A handbook of basic editing principles and techniques. 
•^Technical emphasis is o,n 16mm film and equipment. 



Consortium of University Film Producers and Educational 

Media Producers C6uncil. ndde Unas- for Producers and ^ * 
Distributors of FAuoatioyial Films. Champaign, - Illinois: 
Consortium of Universi ty. Fi Im Centers . 1975. 

A' short booklot highlighting the mcst important aspects 
of educationjil Tilm production and distribution. 
Particularly hf>lpf'ul to tlie novice. 'Available from 
C«'^ns-ort ium of University Film Centers, o/o Visual Aids" 
Service, University of Illinois. 1325 Oak Street,- 
Chamnnjgn, Ulinois 61820. • -. ' i , 



M as c e 1 1 i , J o s e p h y e d . Arr^c ricar. Ci nematographer !'!anua I. Ho 1 1 y wo o d : ^ 
American Society of Cinematographers , n.d. 

An annual publication describing film stocks . and equ ip- 
ment currently available for wide screen, 35mm, 16mm,' 
and 8mm professional cinematography. 
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Five C'u o'f Cinematographij . ■ 5 th ed. Alhambra, 



ERIC 



California: Borden Publishing Co., ,1065, 

, A fairly advanced level text on film production with 
emphasis on 16/35nim cinematography. » 

■ \ • • " ■ . . 

. Pincus,- Edward. -Guide to Film i'-fakiua. Chicago: Henry 
■ Regnery Co. , 1965. • I 

\ • • 

A basic book oh film production using 8mm and |l6mm 
equipment. .. '' ^ 

. ' .- \ i- ■ 

Reisz, Karel, and •lillcr, Savin. Technique of -^i. In F.i-irinj . . 
20. ed. Garden City. New York: American Photographic 
Book Publishing Co., Inc., 1968-- 

Places emphasis on editing fiction films, but also 
cavers editing techniques in general. 



Reynertson, A.J. .The Work of the. FiUn Director. New York: 
Hastings House, Publishers, 1970. 

. - \ 

Emphasis is placed on the director's role in filmmaking 
and the focus is primarily on fiction film production. 



Spot tiswoode , Raymond. Film and Ttc Techniques, Berkeley: . 
University of California Press, 1951, 

A fairly advanced book on film production that .covers : 
all aspects of- nonfiction film making. Some material is 
applicable to chromat i c . f i Im production.. 

E'ri <rj lot 'f- di a of Fi In 'a nd 7'.? i ^-^ [ri ; j i c-yp. T-. ^ r'n >! i /: i >. : 



' y.ew Vorli: Hastirigs Ilou.Sf?, Publishers. 1974, 

An excellent general work on film and television pro- 
duction art an advanced level. 



DEVELOPMENT 

Blodm, B.S.; Hastings, J.T.; and Madaus , G.F. i Handbook _ on 

Forma tive and. Surma live Eva luat i on of S tuden t Lear>iing. N e w Y o r k : 
.McGraw-Hill , 1971 . r - . - 

A useful book, although the emphas:\s is on stuf'.ent 
learning rather than on testing as a step in r.evelopment i 
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Mager Robert . Measuring Instructional Intent. Belmont;, * 
California:' Fearon Publishers, 1973. 

On testing instructiona^materials so that what, is 
tested really reflepxs what is taught. */ 

Thiagarajan , Sivasailanr; Semmel , Dorothy S.; and -Semhiel , 
Mei\*yn I. Instructional Development' for .Training Teachers of 
Exceptid>ial Children: .A Sourcebook, Bloomington, Indiana: ... . 
Center for Innovation in Teaching thQ Handicapped, 1974, ^ 

\ A • comprehens ive book designed to ass ist a * developer in 

the design- development, and dissemination of instruction- 
al materials for training teachers of . exceptiona 1 children . 
Especially useful information on objectives, developmental^ 
and validation testing, and format design.. Available 
Trom The Council for Except ional . Children , • 1920 Association 
Drive, Reston, Virginia 22091. $5.00 s.ingle copy. 



PHQTOGRAPHY • . • ' 

Carroll, John S. Amphoto Black and I'Tnite Film Data ^Book. ■ Garden 
Ci.ty, New York: American Photographic Book Publishing 
Co. , Inc. , 1072. ' • 

A complete dat"d[ book discussing the characteristics .of 
all major t^'^es^of black and white film currently 
available. ' ^ 

'■ - ■ ■ X 

^ . ■ , ■ / 

Garden City. New York:' American Photographic Book 
Publishing Co.-/ Inc. , 1975.' 

A complete data book describing the charu.cter ist ics of 
'currently available color film . 



Davis, Phil. Photography, 2d ed. Dubuque, Iowa: Will C. 
Brown and Co. ,^ 1375. 

A tec^^^p^que book for use with most types oT still cameras. 



Feinin^ r An-lreas. Basic Color Photography . 'P.Vid nor , Pennsylvania: 
Chilton Book Co. , 1971 . ^ 

Covers basic principles of still photography with color 
film;. 
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• •Shipman, Carl ^Understanding Photogvavhy . Tucson : vMI . Boo'ks , 

■ • ' ' . . < ' ** ' f 

An introduction to th6 technology of photl>f;raphy including 

cJiaraQ^teristics of various -film emulsions, processing, etc. 



• PRINT. AND GRAPHICS - ' * - . 

Craig, tiames. ' Production for the Graphic Designer. New York: 
Watson~GupJ_ill Publications , 1974 J , 

A superior bofi'k designed tp "en.a^'^e a person wishing tp 
understand any area of • pro'ductToD to locate the infor- " 
rriation fast, within the covers of a single book." 
^ Glossary is extremely useful. 7 

Garland, Ken".. Graphics Handbook. New' York: . Van Nostrand ■ 
Reinhold C^., 1969. • - • . 

: y . ' ^ : ' . . ' 

A basic production book dealing with graphic arts 
techniqu^. . . . ' • . 

Modern Language Association "of America. TJj^^LA SUjle SHeet. 
2d ed\ New York: Modern Language ^Association , 1970. 

• , » ■ ■. • - . ' 
A standard style gui-de for paper^iiHtn4,^ubl'ications in ; 
the .humanities . Copies are most easTl^ available- from 
MLA at 62 Fifth Avenue., New* York, New York .10011. 

.Perrin, Porter G. Wrvter^s Guide arid. Index to English. 4th ed.^ ■ 
. ' -Chicago: -Scott', Foresman and^ompany, 1965. - - . 

-r ■ : - .1^, ^ ^ 

/ One of .several .well-.organized, easy-to-uae, and corripr^- 
hen.sive guides -to .cpmpodit ion and grammar, used by 
writ'ers an.d>. editors i , j " - . i» 

R.R.. Bowker Ccjmpaijy.. Literary Market Place. New York: R.R. | 

Bowke^r Company, 1975. * j • 

y ■ ■ ^- .. 

» • ^ ■ ] ■ — 

.A frequently revi-sed dia^ectory - o'f American book publishing 

with close^to 700 pages pf^ names and addresses pf majiu^ 

facturers, -orgaaizat ions , individuals ( inc ludiffg. editors ) , 

: and publications that /can be of service to authors* and 

developers. " [. . V ■ -fl ' ^ 
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milh. C. Jr. / ':uiJr to P:.:. : ' J^.'>ij . Now York: 



Or t;in:Uly intond(?d tor publ i shors- to-bf- in the develop- 
ing <t< uin t r i »'s , but also serves as :i prac-.ticul introduction 
to thv b'asic proc<\sses of book publishing; dofiaos roles ■ 
o [■ autl'.or, printer^, ])ubllsher. ' 



rhu.-aL;o I n i \'<ts i t\- oi Chicago I^ress , 1975. 

A v.ory v.id< ly used ;U\-b» ^uid*' lov print<nl material, 
4', )\,(M* i nr. a ran^e oT subjects from arrangement of tables 
■: » 1 c<.)tH t»n ' s to punr tua t i on pre f eronces to du t ios o f an 
*'diTur. i'rrf^uen L 1 y used by NCEMMH oditc^rs in preparing 
jv.jb 1 I t i ( 'US Uyr ]^r i nr i nt; . 



;■ • :ui vc\' , rd. Kni^M ewood CM Hfs, New Jersey: 

I' r< 'Im 1 rt*-rla 11, I :u- . , 1 '^7'\ . 

A slylv }:uide' for i)rintt'd mattrr. It also includes 
"Xti^nsiv^ st'ct if)ns on manuscript preparation, typo^^raphy 
and illustrations, word use, and ^I'^nimar. 



TKLKVl.siON' 

ladianapM! :s: Howard Vv . Sams and Co., Inc. , 

A t.' 'L'hn 1 t:a 1 exp 1 a nation of the pr in<' i p l\\s o f v ideo 
rr'cordint:- I-a^uipniont ctui ra< t ^^ri si ics , ma i n t»'n;inc:e . 
aijd -ropa I I* aro di>iCUssod.. 

V.';\dam. J, P.obi'rt. and Vent.o,- Charles J. Tr^^rchl.'-^V i^-:c ot^p c ^ 

. — - 'j'r:\ir f---^T r -: ' ^- ..7 '.- . ^^KhtTTTrnm-; D . C . r'~ ' 

A; ^or.iat ion for Fdiicutional Communications and Technology, 

■\ b LI s i c Ku i de To r use o f per tab 1 c v i deri t a i.)o e(ju i pmen t , 
The oniphasis i r);: projector techniques and use of 
video iiipf, 
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Millerson, Gerald. Th: Technique of ?/ Production, 9th ed . 
New York: Hastings House, Publishers, 1972. 

Emphasis here is on studio production in a pro f esi^ iona 1 
setting. Basic and advanced techniques .are discussf^d. , 

Nisbett, Alipc. ^he T:\-hnique of the Sciozd Studio for Badio, TV and 
f Filr. 3d ed. New York: 'Hastiii/s House. , Publishers, 1974 

-An advanced techniques book 1 imi ted to studio product lor 

Zettl, Herbert. ,TeU:vic>icn Pi^aduotion Handbook. 2d ed, ; Belmont, 
California: Wadsworth Publishinj; Co., 1968.* 

Covers basic and more advanced .television production i 
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O 

Research the field to determine that there is a need for the product in question and check to 
^ »t IS within the priorities established by the Bureau of Education for the Handicapped 
/^ViSj^® Center on Educational Media and Materials for the Handicapped 

(NCEMMH). See page 3. 

O • 

Have objectives clearly in mind when preparing a product, and set up a testing and validation 
procedure to make sure that objectives are accomplished. See page 5. 

c:^ ■ . 

Defme the target population, and address the product to this population. See page 6. 

Let the )udience addressed and the information to be conveyed determine the mec'ia 
used. See page 6. 

O ' 

Prepare manuscripts in accordance with NCEMMH requirements and standard stylistic 
practices. See page 9. r v 

Prepare camera-ready artwork in accoftJance with NCEMMH specifications. See page 1 1. 

CD 

Develop and produce the product so that its potential benefit to the user justifies its potential 
price. See page 13. 



Avoid media that require the user to obtain unusual or costly equipment. See page 14. 
Use a high definition format for masters of audiovisual material, See page 16. 
Use a stand. 'I forrriat for audiovisual masters to avoid the need for adaptation. See page 17. 
Seek editorial, artistic, and technical assistance when preparing materials. See page 18. 



Become f? "Miliar with copyright protections and requirements. See page 19. 

■ CD ^ 

— W«i<|jfvcafeful^fhe ad v an tages ot obtaining a copyright. See page 21. 

o> 

Secure permission to use copyright material. See page 22, 

o 

Obtain talent releases from all persons photographed, filmed, or recorded in the course of 
producing a product. See page 23. 

Comply with all requirements for clearances by the federal government if the product is 
developed w»th federal funds. See page 24. 
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